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This list of duties perforoed ir, li'craries should serve s. vi 
purposes* It oar. be used prioiaril;- to provide Irfonoatior, r.soi 
^ob asalyses. Sver. iv'hen r.o detailed job analysis is concerred, 
divisicr. irto profossiotal and nonprofessional duties should be 
evaluating opeoial Torl: situations and iaproving the assipnr.er.': 
The list should also be useful in preparing position deocriptio 
classification and pay plans* Civil service jurisdictions soul 
advantage ir. preparing examinations* 
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There are possible uses for the list vrith authorities and lay groups tc 
v;hor. it may be desirable to give an over-all vievr of vrhat goes or. in a 
library/* For the same purpose it should be useful in vocational guidance 
and to students in library schools. Faculties ir. schools of librarianship 
cay use it in preparing courses of study and in various instructional situ- 
ations. It should have value also in organizing in-service training courses* 

The major functions and activities ordinarily performed in libraries have 
been classified into tliirteen divisions. Tlie tern ”aotivity'’ has been used 
to designate these uaj-or divisions of library vork* Under eaoh activity are 
listed “duties” ordinarily performed in carrying out the activity, grouped 
under “professional" and “nonprof essicnal" vdth brief explanations intended 
to cake clear the nature of the duty. As used here “duty“ means a specific 
task perfonaed to contribute to an objective, Thioh. in this case is to pro- 
vide effective library facilities and services* 

It is believed that the list of duties can be applied ^rith sons adapta- 
tions to libraries of all kinds and sizes* The activities under "rhAch duties 
have been classified are cocmon to all libraries* Although the extont to 
T/hioh certain duties are perfonsed and the methods used Trill differ in 
libraries serving varying clienbeles, a large percentage of tho duties listed 
should fit a large majority of institutions. 


It must be borne in mind in using the list of duties that ths claasifica- 
tion is by general activities common to most libraries nrhsther large or 
small, and that these divisions are not necessarily related to departmental 
organization in which there will be wide variations in practice# We are not 
eonoarned here with library' organization nor with positions* Hovever, it is 
possible to compile a work picture of ar.y department or any position by 
selecting from the list of duties those performed in the departaant or per- 
formed by the person holding tho position* Used in this manner the list of 
duties beooBtes ths basis for a job analysis ehioh should help to disclose 
overlapping functions, or uneoonomicaX use of professional time, if these 
situations exist* 

There are a number of duties such as Preparing reports, Supervislcg 
program. Compiling statistics , Trai^ng TOpl^ees or ]^repa:rlBa urorW and i^'e 
'scSieSnes“^^SKETOy'''appIynEo"BeT8rtrwEJviHes7“ }Sosib 'Doties ot tdiis kind 
wiXl te found under Aa.g!?iaTBjgIOK or P33S0HML ?mr.^i5Kg* The policy of 
listing a duty only once has been 'generally fo!lloired* ' Only in a few oases 
when the duty has special aspect# in oonneotion with a epeeifio activity has 
It been repeated* 

' \ ' ' I 

the Oxford gta^llsh Bihtiohary define# a profetsioa as “a vocation in 


■which a professed knowledce of soao dopar-fcneat of learr-ing or siior.ca is used 
ir. its application to the affairs of others or in the practice of an art 
founded upon it,"* The Encyclopaedia of the Social Sciencss ir. its article on 
Professions says; "It is this charaoteristic, tlie possession cf an intel- 
lectual technique acquired by special training, -iThich can bo applied to sone 
sphere of everyday life, vhat forias the distinguishing nark of a profession*"*’" 

Applying these definitions to librarianship ive nay say that "professional" 
duties are those ■whose adequate perfornauce involves xhe abili^by to exercise 
independent judgnenfc based on an understanding of tho elements of library 
service - books, readers, and the neans by -which they are brougr.t into ef- 
fective relationship - and in addition a faniliarity tdth specific library 
techniques and proced’ures,’"** 

If a duty does not seen to neet this standard for its satisfactory per- 
foraanoe, it has been classified as nonprofessional* It is recognized that 
librarians must frequently perfom nonprofessional duties. However, this fact 
does not alter the character of tho duty. On the other hand, if its classifi- 
cation is clearly recognised it nay be a step toward establishing a be^tter 
division of duties be^tvreen professional and nonprofessional staff* 

In the case of AniIlIISTRAIIOlT, PEES0H1S3L lIA IUOSpilT and FTOLp RBLAflOES 
trhioh are acti-vities oomon -to nany institutions, ^'profossional** has been 
used to designate duties T/hich are on a professional level and which in a 
large najori^fcy of libraries will bo performed bj- librarians. 

In the list of duties page references have been cited after each duty to 
enable the reader to turn quickly to the aooompanj'ing explanation* 

I£rs* Theodora 3rewitt, Chairman 
SuboonmittoB on Analysis of Library Duties 


* i!ie Oxford English Dictionary (Oxford* Clarendon Pr* 1953), p*I427* 

•* Encyclopaedia of the Sooial Sciences (E*T. i ^laemillan, o 19S4), 

T. 12, p* Used with permission* 

*** It is readily admitted that many individual library du-l^es classed as 
"professional** can be performed, after training in speoifio teohniques, by 
’'nonprofessional" library eaployees* Thus, a clerk can be ■taught to type an 
original, suitable catalog card for a straight aubhor-and-title volume of 
English fiction; but duties Involving the knowledge and judgjaont to apply and 
interpret cataloging rules to the entire range of books and other publica- 
tions are clearly "professional," since they require not merely the knowledge 
of speoifio rules, but also a thorough understanding of the principles and 
objacti^TOS of oataloging, and its function in relation to tho over-all pur- 
pose of libraries* 
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nonprofesslonal levels no separation has been made* 



4 


T5 

PUBLIC R3LATICNS 


Professional Duties 


Planning a puLlioity program 
Planning and Trriting nevis stories and articles 
Interviewing press representatives 
Scanning local publications 

Composing, designing and editing miscellaneous printed publicity 
Arranging for the distribution of printed publicity 
Vfriting for and editing library bulletins and news letters 
Ilaking oomnunity contacts 
Giving talks 

Planning displays and exhibits 
Sponsoring "Friends of the Library" groups 
Arranging for and conducting visits to the library 
Vfriting promotional letters and cards 
Establishing and revising nailing lists 
Preparing and conducting radio programs 
Planning and conducting library campaigns 

Konprofessional Duties 

Keeping publicity records and statistics 
Selecting and maintaining publicity materials 
Preparing publicity material for distribution 
Distributing publicity material 
!laintaining mailing lists 
disking posters 
liisoellaneous art work 

SEL’SCTIOK OF MATSklAL 


Professional Duties 


Formulating policies for selection 
Budgeting book fund 

linking and studying surveys of reader Interest 
Investl^ting and studying school owrioula 
Investigating oaDsaunity needs 

Selecting materials from book reviews, oatalogs, lists, eto* 
Prepeiring lists of material needed in specific subjeota 
Considering requests for speoifio material 
Deciding on extent of duplication of speoifio material 
Deciding on editions 

Considering purchase of material sent on appreral 

Participating in book meetings 

Examining dealers^ stooks and publishers* displays 

Interviewing salesmen 

Uiaking final selection for regular orders 

Preparing basio oolleotion lists 

liaking up fluid book oolleotions 

Examining material for discard and replacement 

Deciding on aoeeptability of gifts 


fcOC'- ^ ^ O C C I f * * I » I ^ i-i r-l to ca CM CO tO tvi AO to ^ vH lO L-3 lO lO lO CO «'* CO tfi to to t' fc- t- b- 

Of w 1 I i t * r.3 to cv t*j to to tC to tO tO tO XO tO bj tC tO tO tO tO tO tO |v;> tO tO tO cO tO tO tO feO tO feO fcO tO fiO to 



0 


Pas® 

Avyr^SmCIT OF HaTTPHAL - 

Pr-f^ssiar.&l y'ti'is 


Controlling tudrst for aoc’iioition 

3S 

S ch6 d’-t. * - T. y r2*.iAZCz 


3? 

v:i“h ^.i^clishorc a 

r.d iealerc 

Sfi 

Ir.'^^erTi 57 ’i s sa. Ic sr.STi 


3? 

Exn.''dnir.?j- doal'rs* erooks and 

publishers' displays 

33 

S-’iarchir.j for 'iiffioult trade 

bibliographical iafomaticn 

35 

?’*©pai*dnv* StaTTit -f 71 v ds*'^a 

for orders 

?5 

Placing orders 


3S 

Sstarlishir. • and supervirinp 

order infomanion files 

3S 

”erif;-irij and i’.pprc'lng bool: 

bills 

4C 

.’taint nining v-'ar.t lists 


4G 

latablishi.v, and svpjrvicinr 

che'ik lists of serials 

4i 

Estatlishinr a.-.’ svp-sr'.d.air-:: 


41 

Zstablishinc ani sucerviai.'g 

acoessior. records 

41 

Cclioinir.' "ifts 


4C 

Anpraisin; highly spacialiS'id 

and rare oiaterial 

41 




Cr.e5'.:ir.s lists v.'ith cat&la;; 
Sftarohir." for cLr.rl? trals iial 
Halzins order cards 
Cheo’:ir.s order cards vfith holdi 
Ij'l-i.ig orders oo dealers 
rilir.;- order cards 


££raphical data 
SS ar.d cut soar, ding 


?reo.arir.s lists for l-ooit reeoings 
Oporir-p and scrting o-aoerial 


Chookirig lr.voices 

Enterlr-s accession ir.fomatlor. 

Aeturaino isateriai to puclishars aai dealers 
Filing iuvoioes and other order saterial 
Follo';rf.n3 up outstandinc orders 
Kaintainirig chock lists of serials 
Preparing evcchar.ge lists 
Heoording exchanges 
Aokr.o«rledEin£ and reocrding gifts 
Keeping book budget records 


‘ CASIALOGIITG AMD CLASSIFICATIOE 


orders 


Professional Duties 

Establishing cataloging and classifioation polloiss 
Classifying 

Expanding and devsloping classifioation systeas 

Assigniog subject headings 

Desorlptlve cataloging 

Determining added entries 

R0olas6ifj>-ing 

Beoataloglng . 

Supervising fiction cataloging 
Ed vising cards 
Eevising fiUng 


41 

41 

41 

%1 

41 

4£ 

45 

4 S 

4i 

41 

41 

42 

43 
43 
43 
43 

43 

44 


44 

44 

45 

45 
4c 

46 
46 
46 
46 

46 

47 



6 


Page 

CiTALOSIlIg A^TD CLASSIglOA^IOi; - ttontir.ued 

Supervising physical upkeep of catalogs 47 

Establishing and supervising cataloging records 47 

Participating in cooperative cataloging 47 

Supervising contributions to union catalogs and bibliographical 

centers 47 

yonprofessional Duties 

Ordering Library of Congress cards 48 

Cataloging fiction 48 

Assigning book nuisbers 48 

linking cards frca nain entry 48 

Shelf listing 48 

Processing added copies and new editions 48 

Filing cards 49 

Recording v,*ithdrawal 8 and reinstatements 49 

Hecording transfers 49 

Processing recataloged and reclassified books 49 

Physical aaintensnoe of catalog 49 

IffiCHiflsICAL PSBPA2AII0N OF lIATSaiAL SO 


Professional Duties 

Determining aethods and routines SO 

Sonprofessional Duties 

Opening naw books 50 

Collating 50 

Adding inarks of ownership SO 

Fasting book plates, pockets and date slips in books 51 

Typing book oardc and pockets 51 

lettering and labeling 51 

Shellacking 51 

Eeinforcing 51 

ISakittg covers and containers 51 

BEOISTRATION AlO CIRCCTUIION 62 

Professional Duties 

l&king rules and regulations for lending 52 

Sevlsing and editing rules 52 

Planning foms and records 53 

SupervisiTig interlibrary loans 53 

Supervising reserve book oolleotions 55 

Preparing srtatistioal reports 53 

Handling complaints 53 

Honprofeseional Duties 

Setting up the desk 54 

Issuing, renewing sad receiving books 54 

Sisoharging books 54 

Collating spsolal books 54 



7 


Pag© 


Sorting and filing book cards 54 
Counting and recording statistics 54 
Keoeiving and recording aoney 54 
Keeping cash records 65 
Typing and verifying filled book cards 55 
Reserving books 55 
IS8i*.ing overdue notices 55 
ISiintaininj interlibrary loan records 56 
Registering borrowers 55 
Sxplaining lending rules 55 
'Maintaining registration files 55 
Compiling data for statistical reports 56 

RSF235::CE TORT. 57 


Professional Duties 

Sstnbliahing reference pclioies 57 

^snaring reference questions 58 

Instruction in reference sources and sstkods 59 

Compiling bibliographies 59 

Organizing and maintaining infomation files 59 

I-Taking special indexes 59 

Verifying bibliographical data for interlibrary loans 5S 

Contributinc to bibliographical pro^oots dC 

Konprofesslcnal Duties 

Locating si^cple bibliographical information SO 

ASSISTAKCB TO RSASS3S 61 


Professional Ihities 

Explaining to readers the arrsmgenent aitd resources of the library 51 
Assisting readers to locate and select books 51 

Assisting readers to use card catalogs 63 

Individual reading guidance S2 

Furnishing information about books* authors* publishers 53 

Informing readers about books relating to their speoial intorasts 53 
Abstracting printed material 63 

Conducting group aatlvities 53 

Cooperating vrith groups €3 

Giving talks on books and reading 53 

Planning and conducting story hours 64 

Scheduling and conducting classes in the library €4 

Coordinating the library vith the eduoatiosal program 54 

Compiling and distributing reading lists S5 

Planning book displays 85 

Uaintainlttg infozmtion bulletin boards 65 

gottprofeasional Duties 

Giving direotional infcjnsation 65 

Lbeating siaplb bibliogx'ailvleal information 66 



8 

Pa£9 

AJSSIST.ANCE TO READERS - oofitinued 

Arranging bulletin boards and displays S6 

Maintaining audlo>Tisual services S3 

PHYSICAL UPKEEP OF MATERIAL 67 


Pr ofessional Duties 

Detenftining methods and techniques for preservation 37 

Establishing policies donoerning binding# mending and discarding 37 
Preparing binding specifications 37 

Making final decision on items to be bound# mended or discarded 33 
Negotiating with binding agent 63 

Supervising upkeep processes 63 

Konprofessional Duties 

Preliminary sorting 38 

Cleaning and treating for preservation 6S 

Repairing 68 

Duplicating missing pages 58 

Disinfecting books 69 

Preparing material for binding 69 

Keeping bindery records 69 

Inspecting books returned from the bindery 69 

Disposing of discarded material 69 

CASE OF SHELVES AND F ILES 70 


Professional Duties 

Planning shelving arrangements 70 

Planning and supervising book inventory 70 

Supervising shelving procedure 71 

Shelvis^ and filing ; , fl 

Reading shelves and filen 71 

tl 

71 

72 
72 
72 
72 





Exclusive of Personnel Ilanage'nent 

Afeinistratioa has beer, defined as ’^getting the job dene,'’ Organizing 
and managing are its t'.To main dirisions. Before these functions car. be 
exeroiced, however, general objectives nusn be detennined and general poli- 
cies forr.ulatod* This is the responsibility of the governing authority 
under vniich the library operates. Often in actual practice the distinction 
between policy naking and administrative duties is not clearly dravm* Lay 
boards -.dll scmetlnos -send to assume administrative functions and a strong 
administrator may take the leadership in determining policy for a beard* 
Planning and policy making, however, are often the coneem’ of both, the 
governing authority and the adninistrator, %'hile making final ieoisicas ca 
general policies is the funotion of the governing authcritj*, such decisions 
usually result from suggestions and recommendations mads by the administra- 
tive head of the library. On the other hand, the geverning authorities may 
be actively concerned with executive planning v;hich involves the library's 
over-all program. 


Administrative duties may be performed on differenn levels. Some of 
them apply primarily to the work of the chief librarian in connection with 
the operation of the library as a whole* Seme of them, such as policy 
making, planning and reporting, apply also to specific activities and* will 
be performed by members of the staff who are in charge of these activities. 
Such administrative duties have been repeated under another activity only 
when it seemed necessary to indicate special aspects of the duty ccnnected 
■with a specific activity* 

In the division of duties the terms ’’professional’* and "nonprofessional" 
have been used to maintain uniformity tvith other activities* in this case 
"professional" may be interpreted as "administrative on a prcfessional 
level" and "nonprofessional" as "clerical duties incident to adniaiatratica. 

Professional Cuties 


Interpreting o bj ectives 

"Objectives" as used here refers to the basip aims of the service to be 
rendered by the library* Theoretically these are doterained ■srher, a library 
is founded, but generally they are implied rather than expressed in specific 
terms. To determine objeetives is not an administrative function but* one 
belonging to the governing body* In many eases, however, the administra- 
tive head of the library will find it necessary to take the lead in clarify- 
ing objeoti-ves by formulating a clear s-tatement of them* This rvill be used 
as a guide in making administrati've deoisions and In studying proposed 
activities or e'valuating aoti'vities already in operation* 

Over-all planning 

The orderly development of library service will often require a planned 
program covering a period of years* Increased student enroHment or expan- 
sion of the ourrieuIuA into new fields are factors ■which determine need for 
new ser^vioes or agencies in college libraries whereas population ■tu'ends or 
changes in character of the ocomnini'ty are factors to be considered in 
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public libraries. Consideration ’.vill be given to the establishment of new 
services, improvements in organization and enlarging or building new build- 
ings* The order in ■which projects should be carried out must be decided,, 
their costs estixaated and the need for each inprovenent justified to 
authorities. 7/hilo the emphasis in such planning is often placed on build- 
ing programs, libraries which are not concerned with extension problems 
may plan long range programs for expansion of ser-vioes and other imoro-ve- 
ments . 

Organizing 

’’Organizing relates to di'viding activities in such a way that the 
ad'vantages of specialization are achieved •with as much recognition as 
possible being given to the essential unity of the program*"* As a duty 
this requires a broad knowledge of practices both within and outside the 
library field. In growing libraries organization is a continuing crooess. 
Kew depar'tmonts may be set up. A job analysis may disclose that a better 
grouping of duties should be made. Changes in organization may be needed 
to improve service to readers or to effect better coordination of activi- 
ties. In small libraries problems of organization will be concerned with 
the assignment of duties to indi'slduals and in giving them a clear under- 
standing of specific responsibilities and line of authori-fcy. In large 
libraries organization will be much more complex, involving many le-vels of 
responsibili-by and more extensive division of functions. Organizing within 
the limits of a specific aotivi-by will be a duty of the person in eharge 
of the aotivi-fcy, subject to approval to assure adheranoe to the basic plan* 

Investigating adninis'brative problems 

^here are many problems m the administration of a growing library which 
iidll require research* Methods and procedures in public and private organ- 
izations -will often be in'vestigated as -well as those of other libraries*. 

This will require reading, oorrespondenoe, conferences. Questionnaires -will 
be prepared and replies tabulated and evaluated. Reports and statistics 
from other libraries will be studied and analyzed. This is an important 
duty of the chief adminis-fcrator and frequently of department chiefs, staff 
committees, or individuals with adminis-brative responsibility in any field 
of library activity. 

Planning and initiating new aoti'vitiea 

Any library ■which is not static ■will frequently need to develop its 
ser^vloes to meet the requirements of grcwth and changing interests* The 
dufcy invol'ves awareness of trends in library service in general and a kncwl- 
e dge of the needs of the specif io clientele to be served* Sxas^les of 
possible new activities are the starting of a record library, or a special 
reading room for young adults. The new activi-fcy might be a -TOcational 
counseling service or possibly starting a doouments library. VIhen a new 
ser-vioe has been decided upon, pu-fcting it into effect may require new or 
readjusted quarters, special furniture or other equipment and additional 
sta'ff time. Rew statistical forms may be needed and special procedures must 
be determined* Frequently a plan of publicizing the new aotivi'ty must be 


“‘♦TTr^T^Diarmid and John MoDiarmid, The Administratio n qf the American 
Public library (Chicago* American library Association, l945),rp,' l. 
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ed* In a'aall libraries it •/.•ill ce t'nc iut^' -f tv.o cl.ieC librarian* In any 
library, —ha’cever its siao, it ’"iil be th.» inty of the c'.hsf li'riirisr. r; :se 
■chan th.? •./r.rl: crcsra’c is efTeecively oai'riei evt* 


retemini: :;, rPi»ords, sta-ciotio s and fe r rs requir e i 

Tc deT-.iV.ir,e v/han statistical i’acts and record: ccnccrn:-'’ "ri-c'*. Ins y/,n 
activi'.ics a library needs is an adni-niatrative d’^ity, ■rith'*nt s-c;. l;.:'cr- 
irAwios in'cellic'sr.t r.anage;iei:t is irpocr i’'‘le» the* kinds of ir,f':r'"fiticr 

needed are •decided up-on, i’or.-.a rics” be dovisad '/h'.ch -..lll sl.r.v clearly 
inf cr.'.ation desired* Reside the rcecrls and atatiatiis r«gt;larly Vent c 
as b'^oks oataloi^cd, borro-z/ers regisnersd, baoka c-lrculnted, reference ssr^r- 
iocs rendered, reading toot: US'®, ete, there are special ssr'^ises, technical 
activities and rcutines r/hich •nany librai'ies c/ill ’rant to r.easure* Znatis- 
tiss cn bocks oirsulatei nor hear per person "/ill naka pocsibl™ a csnpnrlsr 
of •//erk load in different agencies* The rranbor of bocks lost in orerdT.cs 
say she*/.* the need for better ovord'ie yrooedures. Ihe r/jnbsr of sf.'.donta 
'uainj. language records, oJiildre;: attending st-rj*- heurs, cr the nur.ber of 
books borre-red by ir-Terlibrary loan, serve to e.vplair4 oh® eorceno of 

library services* la addition to the I’crr-s needed f:r statistical r’oords 
most libraries •.•/ill use letter, postal and other ferns to expedite and 
sj'stematize work connected icith vario’.xc library aotivitioa* 


Coerdinatlng aotlvitjea 

A libriury to bo efficient, must, lilea any other erganication, operate as 
an Integrated r.hole* Folioies must be uniform* Overlapping must be pre- 
vented* Understanding ef the library’s ob,ieotivies must be prmnoted* The 
staff in eaoh department should be informed about the other aotivitiea cf 
the library* In a large library this dn% may be assigned to a siUble 
individual* Often departoent heads in special fields will be resp'nsible 
for the coordination cf activities in their fields* ?3xassplao are the 
supervisor of children’s •rork in a public library system and the supervicar 
of branches in a city rr county library* In snail libraries the duty rill 
fall to the ohief llbreurian* Coordinating devices used are staff manuals, 
meetings, conferonoes, bulletins, reports and ocnaalttaes* Both large and 
small libraries xtIII also follow the infomal procedure of conferring vrr.en 
speeial problems arise* 


Planning the budget 

The responsibility for the preparation of the budget belongs to the chief 
executive* There will frequently need to be preliminary eonsultaticns with 
the library board cr other gevernins authority, on plans for expansion involv- 
ing substantial. axwunt 8, since matters of policy are involved* Staff members 
trill also participate oaXXing attention to speclfio needs for equipment 
.or expan4ed servioe* planning the budget involves oaref*al and ccntlnxial 
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aicalyais of possible sources of revenue, expected expenditures and the need 
and cost of increased services. Even in snail institutional libraries --.'here 
formal oudjjeting for the library is not practiced an annual statement of 
specific needs for the cooing year vdll generally be dosirsd* 

Justifying the bud get 

A clear and effective presentation of the library' s budget is an impor- 
tant annual duty. Frequently the chief librarian of a public librarj-- '.vill 
be responsible not only for justifying the budget to the library board but 
also to the city council which has the final voice in granting appropria- 
tions. 

Budget reques-tsoay be acoonpanisd by a general statement of library 
objectives, both inr-.ediate and ultimate, and supporting data which trill 
justify the cost of the proposed objectives* 

Executing and controlling the ^dget 

’?hen funds have been appropriated, accounting procedures must be set up 
tne operation of the financial program, in order that expenditures zoay 
be properly controlled. It is the responsibility of the chief adninistra- 

approve all expenditures and see that they remain 
within the limits set by the budget, and occasionally to adjust the budget 
olassifioations to olianging situations, hlien specific funds are allocated 
no a special aotiviti* the person in charge will" perform tMs administrative 
duty in relation to the activity concerned. 

Directing accounting methods and pr ocedure s 

This duty involves determining the character of the data needed to give 
accurate information regarding the financial condition and operations of 
the library and the manner in which such data nay be effectively presented, 
analyzed and compared. Generally the governing body will determine the 
basic kind of financial information required but often the chief librarian 
will want more detailed data to guide him in determining policies and solv- 
ing administrative problems. Libraries will vaiy greatly in the details 
and extent of accounting practice but in any libi-ary it is an essential part 
of general administration. 

Planning library buildings a nd eq uipment 

Special proble:M are involved in designing library buildings and much 
preliminary planning based on the reqvdrenents of effective and efficient 
library service must be done by librarians before an architect can go to 
wrk. Hot only the executive head of the library but those oonoerned with 
the operation of specific activities will take part in such planning. In 
the case of school libraries and special libraries only one or two rooms may 
be involved, but even here the librarian iTill be concerned with the location 
and size of openings, window haightB, lighting and other details affeotlne 
the work, ® 

Library equipment such as charging desks, shelving for sneoial materials, 
reading tables, display oases, etc. vdll need planning in both large and 
small libraries. 
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Directing naistgr^anee of bulldisgs and grounds 

In any organization vntiere buildings and grounds ars in'/clred there will 
be croblsns which nust be dealt with on an a'dnicistrativs level* Often 
decisions nust be i:ad9 concerning extent and hind :f r^nairs to be nade. 

Iho need for alterations and inprovenonts r.ust bs invosti^atei and plans 
made and reconnendei to proper authorities* Hazarlo to safet;' in buildings 
cr or. property under the library’s jurisdiction vdll often reV-ire adminis- 
trative action. Lighting of grounds and location of shrubbery ar.i ralhs r.ust 
bo considered fron the standpoint of discipline and safety* 

Setenaining supplies and eg uipaent to be purchased 

It is a professional duty to be fasdliar v/ith the special .supplies and 
eguipnant connected with library f'usotions and to Vnv.r the sources where they 
say be obtained. Often this duty will require considerable inrestigiitlon, 
before final decisions are nade, since proper equipnent has a direct bearing 
on the efficient nanagecant of a library* 

Selecting locations for field agencies 

The locating of service outlets is an adsiinlstrative dut;,- which it 
especially impcrtaat in city and county libraries covering large areas* The 
objective is to bring library facilities vdthin easy reach of everyone 'who 
is entitled to use the library* In deciding where a service cutlet should be 
located it will be necessary to study the area under consideration in rela- 
xion to distance from ether library agencies, the location of natural barriers, 
business centers, traffic arteries and other factors which affect the use 
of the proposed agency. Cennunity and neighborhood leaders and school 
authorities will often be consulted in an effort to understand the area* In 
growing ctnnaunlties where there are population shifts ani nw areas being 
developed, it will bo necessary te watch for population changes and occasicn- 
ally to relocate library agencies in confomity to then* 

Supervising field agencies 

Close contact with and coordination of the irerl: being done in field agen- 
cies is essential for unified library service. Field inspections will 
generally be laade at regular intervals* These will permit direst observation 
of the use being made of the agency and -ttie quality of the service given. 
Conferences with the person in charge of the agency will include such navters 
as the discussion of problems, the interpretation cf rules and policies, sug- 
gestions tw Is^rovements and plans for new astivities. Owing to distance 
between branch agencies and the central library, inspection visits must be 
eupplemeated instruments of long range control such as manuals, bulletins 
and letters of Instruction. Special forms and records v/ill often be required 
to coordinate agency prooedures and to furnish the kind of information needed 
about them* 

Moving and laatalling agencies 

Moving and installing a library in a new location Is ur. adeainlstrative 
duty whieh be required In almost any kind of library. If the library is 
a large (me* nov^g will involve extensive advaaee plannli^ and preparation. 

Xn any ease noving books Involvee special problems. Shelving oapaeity must 
ba earefttlXy figured In relation to books to be moved* The arrangeaent and 
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grouping of classes of books in the interest of efficient service must be 
planned and methods of moving books expeditiously and in class order must be 
Tsorked out* Furniture layout plans vrill need to be made* Many details inci- 
dent to closing one location and occupying a new one must be planned and their 
carrying out supervised* 

Relating the library to oomcrunity interests 

This is a fundamental administrative duty in public libraries since the 
effectiveness of the library vdll depend on the degree to which it serves 
the interests of readers and potential readers* However^ the duty is not 
restricted to public libraries* since all libraries have their "communities'^ 
whose needs and interests must be studied* The duty will involve keeping up 
with local events and activities through looal publioations and often aotive 
participation in organizations having civic* educational or cultural inter- 
ests* This duty is related to Ifaking oomnualty contacts under PUBLIC HBLA- 
TIOIIS but is primarily administrative since its otijeo^i've is not to publicize 
tke library but to discover specific things which the library oan do to Im- 
prove or extend its services* 

Participating in library board or oomiaittee meetings 

Attending meetings of the governing authority is generally restricted to 
the administrative head of the library* though occasionally ether members of 
the staff will be called in idten matters of special interest to them are under 
discussion or speoific information is needed* In the case of publi'o 
libraries with lay boards or college libraries with faculty library committees* 
the chief librarian often acts as secretary to the board or committee* In any 
case it is customary for the chief librarian to attend regular meetings at 
vdtieh time he will present problems requiring oonsideranion and plans for 
which approval is needed* Prepcuration for board or oosimittee meetings involves 
assembling statistics and information and planning the effective presentation 
of projects and problems to be brought before the governing authority* 

Conferring with authorities 

Especially where there is no governing board exclusively concerned with 
the operation of the library as in the case of launioipal libraries under city 
managers or oounty libraries under county boards of supervisors there will be 
various authorities with whom the administrative head of the library must 
consult and to whom he will be responsible in various aspects of his work* 

These will include among others* purchasing agents* civil service eonaalssions* 
and oity or district attorneys* In any ease since all kinds of libraries* 
including university^* school and special libraries are integral parts of 
larger jurisdiotlons the chief librarian will need to confer frequently with 
offielals* In addition to conferenees within the library's own governmental 
organization there will be emisultations with officials in other fields suoh 
as those representing sooial welfare* youth* sohool and business groups* 

Conferring with library users 

The administrative head of almost ary library will be visited by individ- 
uals and groups who oome with suggestions for improvement of the library* 
requests for speoial consideration or oritioisms of methods* rules and serv- 
lee* Sometimes there will be difficult problems of disoipline or oonp^int 
which must be referred to the ohief librarian when they have not l;>een solved 
at the point of origin* Reeelving suoh visitors and disposing of their 
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prcblaas in a nannar satisfactory to thcsi and to the ILtrary is an ir,rortar.t 
adninistrativs dvty« 

Cti ocaasicn tl.e chief librarian will ia-Tite indiTiduals or groups to r.eet 
with hin to cisouss specific ^aesticns ccnsorned -rith library polioies, 
practices and sortioes* 

Sivins: rrofersional inforrAtior 


This duty wil'. take a substantial ancunt of ti'ie in nany libraries » 
eludes conferring with Tisiting librarians who hawe cone to invectlraae 
vrocle:;.s of warious kinds, and answering letters of inv-iry tn such 3 ub,j 
library polisies, procedures, special services, buildinja, and other ait 
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Preparing reports 


The extent and kind of reporting done '.dll vary aoo oriint "cc the size and 
tj'pe of library or the special activity e:zic«.'med. Reporting as rdtty ••rill be 
cerforned on different levels. The a;ininlctrativ.o head of a litrar;-- -.'d.!! re- 
port to the governing authcritjr at least at tha end cf the fiscal year and often 
monthly. Such reports '.vill irolude a suzr.ary of *v:rk accomplished, a financial 
statement and statistics concorned '.It?* the optrati.:.-. ol the library: and its 
services. Annual statistical reports are generally prepared fur state and 
national library authorities. Still another tyte of retort may be addressed to 
the librar5'’8 users. Ihportc on special services or activities '.Till also be 
made when the occasion requires. 


Tenor of essicnal Duties 


Bookkeeping 


The extent and kind of accounts kept ;vill vary greatly according to the type 
and side of library and its financial organisation. In sene eases, all official 
accounting will be dona in the contra! office of the institution, or ;;uriB dic- 
tion of which the library is a part. Public libraries under relatively icis- 
pendent administration will do their own bookkeeping. Often a library will keep 
unofficial financial records for their own consultation evsr. though cfiicial 
aceoimting is done elsewhere. In this ease, the library tdll chsck with official 
reeords at intervals. 

Cw apillng budget data 

7&ich of the preliminary work in preparing a budget oonsiste In assembling 
facts, figures and statistics. These may relate to expenditures for the past 
year in various budget classifloationa. Sometimes comparative figures covering 
several years will be needed. Often facts and statistics will be required to 
support requests for speo^io improvements or to ;)ustify requests for additions 
to the staff, salary increases, or a larger book fund* Most of this preliminazy 
work, as wsll as muoh of the detail of actual budget preparation, is clerical 
in ohari^eter* 
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Compiling atatl sties 

This is an administrative duty rhieh will be performed in connection with most 
library activities* Such statistics will be concerned with quantity of work 
performed^ services rendered, books added, borrowers registered, eto« The eol- 
lecting, checking and tabulating of statistics will be required in investigating 
special administrative problems, in preparing reports and in answering question- 
naires* 

Preparing graphs and charts 

Libraries will have occasional need for the presentation of statistical in- 
formation in the form of graphs and charts which will be used in annual and 
special reports, or in conneotion with surveys or investigation of specific 
library problems* Clerical workers with some knowledge of graphic methods will 
be able to do such work under general direction* 

Purchasing supplies and equipment 

The clerical processes eonneeted with purchasing supplies and equipment in- 
clude securing preliminary information about sources, cost and quality, inter- 
viewing salesmen} and often shopping for and purchasing minor items bought from 
a petty cash fund* Purchase orders will be written and when items are received, 
they will be checked against orders and bills* In oases where central purchas- 
ing is practiced the library will be relieved of some of these duties* Even with 
central purchasing, however, requisitions must be written and often there will 
be special items oonoeming which the library will need to furnish information 
and specifications* 

Controlling supplies 

This duty consists of keeping supply records, issuing supplies on request and 
seeing that they are reordered when necessary. A record of supplies which is 
comqbnly kept vdll include suoh data as source of purchase, price, date of 
order and quantity ordered* 

Taking supplies and equipment inventory 

The clerical duty of taking inventory of supplies and equipment and keepixig 
the necessary inventory records is an administrative function which corresponds 
to the same work in any organisation* The duties connected with taking inven- 
tory of the book collection will be found under CABE OF SHELVES AHD FITrFS . 

Keeping office files 

This is a clerical duty similar te that performed in any bueiness office* 

Files will include correspondence, purchase orders, bills and other material used 
in conneotion with the business administration of the library* The maintenance 
of a filing system involves organising files, olassUying and labeling material; 
filing and removing material from files; and seeing that labels, guides and 
folders are kept in good condition* This duty will also include responsibility 
for the proper recording of material taken from the files. 

Handling shlpmente for field agencies 

Books, supplies and material to he sent out to agencies must be col- 

lected, sorted and packed and incoming shipments must he unpacked and sent to 
their proper destinations* In oonnectioa with this work it will also be neoessaxy 
to keep records whioh will give such information as nifs^:;: of books sent 
each agency, svqaplies ftanished, and often an author file ot books in fluid 
oolleetions showing where -they have been need* 
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‘ .Ir.sr. a cic.b-sr of braRohes ai;^ ababisns are ssRssr’.'.ed a brar-srcrbatijr. 
sol*.ed‘-le r-ust Is set up ar-d cthsr wor'sc csnaectad '.rith psvtir.g rjttsrial; t3 asd 
fr;n: agor-sies -A-ill be icvslTsd. “nsTj^srcies ar.d orhar ciuuatlaEiS iRV?lvir.~ *:?.« 
rersutir.? or iispatchin,^ of special shipneats ■.:ill C'ftsn need ro bs refarrsd fcc 
the librarian is charge of supendcisg I'icld aeer.ciss or, ir. sr.aller libraries, 
the lifcrsriac rrho initiated uhs shipaesb and •usderstesda the proble;:. of iibrarjr 
serTice involve d» 


Hasolisg oiail 


nail. 


6 duxj" inoliides sorting, segretating, opening and distributing 
stuffing, standing and sealing envelopes fcr outgoing nail and 


’veighing and snapping paokagos. 


inconing 

-.rapping. 


Aoutine e orreepondence 

To o.'rite sinple and routine letters vdiioh do not require iiotatien is a non- 
professional duty Vihloh is classified under ATinirTSIiLwIlII since tr.e najoritp- 
of letters -.vili be in oonneotion -vith adair.iotrative activities, 3:.trtan?c such 
letters -/rill be ’.irritten frcr. tries’ notes* 'Triting interoffice oom^nio aliens 
by neans of letters and r.enoranda is included in this duty* hsutine letters 
often follow a fora established by the adrdni strati ve head of the librarp'* Zk- 
perienced office assistants vrill often be able to handle a substantial pertirn 
of adcinistrative correspondence t-ithsut diotatioo. 


I aking and transcribing diotatioc 


In most libraries th 
cerrespcndence and for 


.is duty -.'ill be largely connected with a 
that reesen has been classified under AZ 


dsinistrative 


Receiving callers 

Perforaance of this duty includes the reception of people •’’ho cone to see 
the librarian on business connected leith the administration oi the librarj'* It 
aay also involve the handling of routine intervie-,';s with salesaen, -ivcrkoen and 
others -.ffhose 'business does not require the personal attention of the adzinis- 
trative head of the library* 


Hjerofilning 

This method of reproducing newspaper files and other bulky or rare items 
jaay be undertaken in the library or eontraoted fcr -/rith outside firms . If 
Bdcrofilaaing is done in the library, the work will require anployment cf an 
operator skilled in the use of neoessary eqiiiprjsnt* In any ease, considerable 
responsibility is involved in inspecting and editing filn* 

Photocopying 

This photographic process is enployed to duplicate inexpensively, printed 
pages, naps and charts lost from books. It is also used to make available refer- 
ence naterial, saving the originals from damage and loss* library reports and 
records are often reproduced by this process* 

Operating a switchboard 

Teohnlcal knowledge and skill are neoessary to operate switchboards effective- 
ly* Knowledge of the library and its services and tactful handling of calls v.'ill 
aid in referring questions to. the proper stations* 

llessenger servloe 

' '' ' .Errands inside' and outside the library building are isoluded here* Sooke and 
aupplies are delivered from ona danartnent^ room, or agency to another. Items 
from shelves and files a.ra pro.ettred as directed* 




P3RS0I1NSL I5ANASm!ENT 


In a dlsoussion of the problems of library administration, one authority 
in the field has referred to personnel as "the key to administration#.” 

While it is only one of the phases of over-all administration, its impor- 
tance to successful library service is of suoh degree as to justify a 
separate grouping of the duties performed in ccnneotion v/ith it# In large 
libraries this function is often delegated to the assistant librarian or to 
an administrative assistant in charge of personnel, whereas in smaller 
libraries the function is generally retained by the chief librarian* Special 
librarians often have the duties in this connection perforaed for them by 
the administrative officers of the jurisdiction they serve* Where policy is 
set up by a civil service agency or some other central personnel office, the 
main job of the librarian is guidance and Interpretation* 

The duties outlined in the following section are essentially similar in 
all libraries, although procedures for securing and maintaining a staff vary 
in certain details in every library depending upon size and type of organiza- 
tion* For example, problems encountered in securing an assistant for a 
station of a county library* s extension system would be different than those 
an administrator would meet in securing a subject specialist for a technical 
research library, although in each case the duty is one of recruitment* 

Public libraries under civil service generally maintain olosa working arrange- 
ments vdth the central personnel office, while those without this agency carry 
on directly \7ith the library board, or other governing authority* A central 
personnel office is also a feature of many large educational institutions and 
school systems* In separately administered schools, the librarian confers 
with the superintendent or principal; in college or university libraries there 
is close relation with the president; while in a special library differences 
of organization provide for various methods of handling personnel matters* 

In the division of duties the terms "professional” and "nonprofessional" 
have been used to maintain uniformity with activities described in other 
sections of the list* "Professional" here applies to duties on a profession- 
al level, but not necessarily in llbrarianship; "nonprofessional" applies to 
clerical duties incident to personnel management* 

Professional Duties 


Setting up personnel policy and organizing a program 

In the formulation of personnel poli^ the ri^ts, privileges and obliga- 
tions of both management and employees must be considered* This duty involves 
deoisions determining the character of the library staff in relation to the 
kind and quality of library service performed* A statement of policy eonoem- 
ing the library* s staff will answer such questions asf who is eligible for 
employment; what is an adequate staff ^vith respect to size; what shall be the 
proportionate relation between professional and unprofessional positions; 
what kind of staff is .needed far branches or departmental libraries; how long 
shall the working week be; how much time shall be allowed for sick leave; how 
much for the vacation period? In school, college and special libraries there 
is the additional question of professional status in relation to other pro- 
fessional groups represented in the organization* 

Libraries under civil service have a large portion of this job dote for 
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":h9r.. In ths majority of cases, hovrevsr, it falls to those rersans in the 
lihrp.ry ■'/he formulate administrative policy and is ^^enorally* inz'luer.ced by 
the over-all policy of "che go'verning authority r/hich wiy te the library 
beard, board of supervisors, city nanagor, ets»; or in the case of schools 
and colleges or special libraries, the board of directors, beard of eduoa- 
tion, <rer-5ral manager* Uven v/ith a central personnel office, there is con- 
siderable interpretation and detailing of policy Thich falls to the librar;.’’ 
a ±'.ir. is t r ax or # 


In addition to the long range personnel program, there are certain func- 
tions such as drav/ing the salary budget or scheduling vacations, for ’.■.•hieh 
an annual program must be set up* 

Making job analyses 

In analysing a job it is necessary to discover through quest! ennaires, 
observations, and interviews (1) v/hat duties conprise a job; (£' the propor- 
tion of time spent on each duty; and (3) "wliat knowledge, skills, and 
abilities are needed to perform them* Following this, a ”jcb description’' 
which outlines the distinguishing factors in the job is prepared* 

Classifying positions 

This Is distinctly an administrative function and sonsists of Cl) analyz- 
ing and recording the duties and distinctive factors in each position in the 
library urithout regard to the person holding it; (2) grouping* t'ogether these 
positions vihich are similar in nat'ire into olasoes; (3) drawing up a 
description of each class; (4) allocating all positions to their proper class 
on the basis of similarity of duties* 

A position olassifloation provides a basis for sound employment presedure 
and is helpful in setting up examinations, rating the work of employees, 
arranging transfers and promotions, setting up a pay schedule, etc,* 

Classifieation is a continuing prooess, sinoe ne^r positions are added and 
duties of established ones altered as changes ocour in the work program* 

Libraries under divil servioe carry out these duties in oloss cooperation 
with the oentral personnel office, as do those in large public and private 
Institutions* In the small library, this responsibility will fall largely 
on the chief librarian* 

Preparing and adndnistering a pay plan 

The development of a sound sad equitable pay plan generally fell43ws a job 
analysis and the adoption of a olassifioatioo plan* In determining the basio 
scale of pay for each class and grade of position, the library adbinistrator 
studies and oonslders sueh oontributlng factors as prevailing wage rates, 
living costs, the abilli^ of the library to pay, wages paid for omparable 
positions in other libraries, the library’s policy and proosdures oonoeming 
promotions, and -^e principle of "equal pay for equal work," 'iThere j^o- 
vislon is made for winttmai and maxlnna salarlss, the renge of steps between 
them and -Idie relation of eaoh to t^e other also requires oereful study* 
Changing aoonomio ponditibns neoeseitate review and revision of the pay 
sohedules at regular, intervals* Since acre than hfCLf of a library’s budget 
is frequent^iy sjen^.for, sela^iirieB, the preparation and administration of a 
pay plan . requires, skill in both personnel end finenoial management* 
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Juatlfylng positioaB aad salary aehedulea to authorities 

HWien budgets are presented and at such other tliaes as conditions require, 
the librarian will need to muster and present supporting evidence to the 
proper authorities in order to justify the number and kinds of positions and 
the salaries to be paid* 

Reerulting candidates for positions 

Recruitment requires that the librarian maintain close contact with suit- 
able sources such as colleges, and professional schools which train candi- 
dates for professional positions and with business colleges, special and 
trade schools which can provide candidates for clerical and other nonprofes- 
sional positions* In announcing civil service examinations the library works 
closely with the central personnel office by supplying names of agencies 
and individuals to whom such announcements might be sent* Direct community 
contacts which publicize work opportunities in the library by word of mouth, 
printed anuouhcements, etc*, are frequently employed in smaller public 
libraries, in county libraries with large extension systems, and in some 
special and college libraries. 

Conferring with placement agencies 

This function is a phase of the recruitment program, and in libraries 
wittiout a central personnel office it may require considerable time* In 
seeurixiig professional staff members the librarian ttirns to the library 
schools and to other libraries and professional organizations* Coameroial 
and school placement agencies are a frequent source of supply for nonpro- 
fessional positions* College and university libraries often use the em- 
ployment offices located on their own campuses for clerical and student help. 

Corresponding with applicants 

This activity may include sending notices of examinations to interested 
applicants; answering inquiries oonceming vacancies; offering positions to 
suitable candidates who have applications on file; arranging for physical 
examinations and personal interviews; corresponding with persons offered as 
character and professional references; confirming appointmantsi notlfvine 
unsuccessful applicants. ^ * 

Interviewing applicants 

The interview affords an opportunity for tha library administrator to 
evaluate an applicant's personal fitness, appearance, and attitudes, as well 
as to measure more carefully his training and experienee. Host libraries 
^ke a pexuanent record of the ^ta thus seoured since many depend upon the 
interview as the primary evaluation for employment; others use it in oon- 
junetion with a written teat* Frequently a composite evaluation is obtained 
by haviTxg several staff members Interview a osndidatm. 

Preparing and scoring examinations 

Preparation of both written and oral testa requires a broad kaowledge of 
work performed in various types of libraries. Preliminary to drawing up an 
examination for a position, the library adioinistraitor deoides uluct quallfi- 
oatioBs are desired for the job and what Idnde of tekta will beet reveal 
the preaeaoe or lack of IdieBia Perfoimanoe teats are often tiaed in seLedtioU 
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for tionsrofessional positions* In sdlition tc “heir use for ini-ial appoiat- 
aer.ts, exanir.ations are often prepared to selecs candidates for pronotions* 
’iosn libraries '.Tith a central personnel office dc non earr>' any direct re- 
sponsibilivy for preparing and adadaisterini examinaoior., out offer guidance 
to nhs proper officials on subject natter, validity and reliabilit;/ cf ques- 
tions, and on experience, training and other factors* 

Scoring exasdnations is a professional task except in the case of those 
devised to require only a short anmver* In that case the '‘key" nay be pre- 
pared by a professional staff asnber, but the checking of ansvrers against 
the "key®* is a nonprofessional duty. 

Discussing applicants and appointments v/ith authorities 

Amed with all available inforaatioa, references, interview records, etc*, 
concerning applicants who have successfully passed the required prccessing 
and exaadning, the librarjr adniniatrator weighs and discusses vdth the govern- 
ing authority (such as the school board, the college president, board of 
trustees, library casaissioa) the qualifications of these applicants and cakes 
reoonnendatioas for appoiutnents* 


Selecting and appointing eaplo^^es 


Final selection ana appointnent of the staff is usually based, upon the 
recoasiendations of the chief librarian :c the appointing authority'* (3se 
Discussing applicants and appointnents with aut hor ities *) In sene libraries 
selection and appointsient are delegated to the librarian alcne. In libraries 
under civil service, the appointing authority’s selecticn is sub.^ect t: limi- 
tations of local policy* 


Cooperation ’.'rilth civil service authcritleo 

In libraries under civil service one dut;r is to see that ths policies and 
personnel probleas of the library are nade clear tc civil service authorities 
and that there is aiuttaal understanding and cooperation* Ihis vrill require 
occasional conferences with civil service authorities and more or les: frequent 
contacts by telephone or letter on ninor ratters* 


Training and instructing new eaployees 

Induction training which covers such itens as eiiployee rules and regula- 
tions, physical locations within the library, organizational relsticnships is 
a continuous training progras* It ranges froa the indoctrination and guidance 
given a new departa»nt head or supervisor by the chief librarian tc the 
directions on hov to open and distribute inccsslng nail given a new student 
assistant or page by his supervisor* Staff laanuals and praoedure books are 
frequently used for individual instruction and are often coupled 'tLth leotures 
for group instruction* 

Training and directing student assistants is an important duty in libraries 
of educational institutions* The librarian’s duty is to plan and supervise 
this work either for individuals or groups* In school libraries the librarian 
has the additional duty of providing a work experience for the students* 

Other volunteer workers who oust be instructed and supervised are library 
school students assigned for field work* 
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Training apprenti oeB 

Apprentice training ia planned and conducted largely to prepare nonnrofes* 
sional staff meabers for various grades of clerical positions* For ex^ple, 
apprentice courses are used in training personnel for field agencies where 
professional staff can not be provided* Ifany libraries also offer more ad- 
vaiMsed training of this type to college graduates to prepare them for the 
higher grade nonprofessional duties* 

Training employees to improve perfora ianoe 

In planning and conducting efficiency training programs the objective is 
two-fold: to increase the speed of the employees and thereby increase tre 
amount of work done, and also, to improve the quality of work done* For 
the nonprofessional staff instruction in correct ivork habits and methoas 
secures speed of operations* For the professional staff the formalized in» 
struction given hy department heads or qualified outsiders covering content 
in special subject fields improves the quality of work done* 

Training employees for advaneement 

Promotional training programs are plaimed to give opportunity for quali- 
fied staff members to prepare for promotions in rank* They include refresh- 
er courses, iwderstudy methods, special technical courses* 

Planning and revlwrlng for personnel adjustment 

This duty involves planning for expansion or reduction of staff, for 
transfers or reassigxment from one type of work or from one division to 
another in the interest of more effective service* 

Making rules and regulations governing employe es 

These rules, frequently incorporated in a staff manual, are drawn to 
Implement and interpret established personnel poliey* They cover such matters 
as*^ staff conduot, privileges available such as Ixmch rooms, parking permits, 
retirement and other inswanoe, professional and employee associations, 
handling of absenoes, grievances, pay days, telephone calls* The staff often 
participates in the formulation of these regulations* 

Direoting maintsnanoe of personnel r ec ords 

The decision as to form and method of maintaining these records is a pro- 
fessional duty. The actual work of maistenanoe is clerical, although in many 
smaller libraries, where the quantity of work does not justify division, both 
supervision and maintenance are oornMned under the chief librarian* Per 
libraries under a central personnel office, duplication of records kept in 
the central office is often desirable# 

Supervising work and time schedules 

A work schedule assigns specific duties and responsibilities, within tbs 
limits of the particular positions, to eaoh 8t%ff mmdher# In superyislng 
their preparation the administrator considers aptitudes, special training, 
staff welfare, as well as the library' s work program* 

Time schedules indicate the working hours assigned eaoh staff mnober for. 
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a poriod ~ usual 1;? a vreek* 

liskad ivork ‘.veeK, c:Tino tvenir.z 
c&r.cs prsucrfeionauely conplicsaisei* 


’■fhcr. the library's hours exceed the estab- 
and holiday zervico, schedule r.akir.g be- 


Approvir.g racati on schs du le s 


In order ;c insure sufficient staff at all tines during the annual vaca- 
tion period, the library adninisxrator studies individual rser.ber’s reruosta 
for tine and passes upon then in acocri v/ith the librai-y regulations cover- 
ing such natters. The tine devoted to planning vacation schedules -.'.'ill vary 
v/ith the vacation allo'./anos and the size of the library's staff; their pre- 
paration in large libraries entails extensive planning. 


Approving requests for leave 

Decisions on leaves v/ill be nade in accord vrith the librar;.''s general 
policy on leaves. Requests for extended absence for such purpesss es travel, 
continuing professional study, natamity, or for sabbatical leave granted in 
college and university librariea, require special aprrevai since thep- often 
entail the provision of substitute staff. 


Separating enplo^ ’ees 


Interviev/s v/ith staff nercbers leaving the library 
retirer*ent, disc?:args or for v/hatever reason, offir 
librarian to clear up misunderstandings. In additio 
often reveal useful infornation for improving the li 
operations. 


through resignation, 
opportunity’ for the 
n, there exit in':srvi 
crary’ s services and 


.ers 


Uaking efficiency re ports 

Reporting on work perfonaance or efficiency of the staff is done forrJilly 
on specially prepared rating scales or charts by supervisors, or it may be 
done infowaally in short descriptive statements. In large library systems 
reports are generally required at regular intervals. The^''' are useful in in- 
creasing efficiency and as a basis for salary increases, pronotions, trans- 
fers. 


Reviewing records of individual staff members 

This duty includes escaoination and study of such records as 8nplo;;’r.er.t 
and salary history; pre-library experience^ training and fqjrmal education; 
special skills and interests; assignments in the library; efficiency reports 
of eaoh employee. Such atu^ provides information on 'vhich to base train- 
ing programs, prorootions, transfers, special assignments. 

Conferences with individual staff members 


This is a guidance and counseling task and covers both professional and 
personal natters affecting the work perfornanoc of the individual staff 
member and his relation to the organisation. 

Conducting staff meeting s 

Staff meetings arranged and conducted by the chief librarian, often with 
the aid of th« staff* provide opportunity for joint consideration and dis- 
cussion of ooBBDOtt problems. They serve to inform the staff of new policies 
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and plans and to promote staff morale through coordination of the library's 
progranu Sxoept in small libraries, staff meetings are held at regular inter- 
vals. In large libraries the chief librarian usually conducts meetings of 
division heads at regular intervals also. (See SELP-ESVELOPinilT 0? STAFF. 
Attending staff meetings. ) 

Promoting staff -welfare 

Welfare covers both physical, financial and psychological well-being of the 
library staff. It may be effected in numerous ways, through the provision of 
loan funds, group health and retirement insurance, well considered physical 
working conditions. Often the library staff is active in promoting these services. 

Eonprofessional Duties 


Administering and scoring examinations 


The amount of planning and organizing necessary in the administration of 
examinations will depend on the number of candidates* "/hen the questions are 
of the type requiring short answers, scoring examinations is a clerical task, 
done in accord vdth a "key” prepared by a professional staff meRber* Libraries 
under central personnel offices are relieved of administering and scoring 
examinations. 

Preparing work and tine schedules 


In small libraries these schedules are frequently assigned informally, often 
only by verbal arrangement between a staff menber and his supervisor. In 
larger libraries the paper work in preparing such schedules is considerable* In 
either case, they are generally draTO up for stated intervals such as a week, 
a month or more, and in school and college libraries may run for the school 
semester. 

Preparing and keeping personnel records 

Such records are generally maintained for each employee and show educational 
background, experience, date of first employment and title of position to which 
appointed, records of time worked, siek leave, vacations and information needed 
in preparing the payroll. 

leaking routine personnel reports and records 

Answering questionnaires, completing reference forms and other routine 
records, in short, carrying out any paper work in accord with established policy 
is a clerical task. 

Preparing vacation schedules 

This duty consists of drawing detailed schedules showing vacation periods 
for each staff member and the necessary adjustments to cover. It requires 
considerable time for preparation where the library's staff is large. 

Preparing payrolls 

The payroll is prepared from the personnel record* and eoasiffts of ohooking 
against names of employees for information on time worked, sibk or vacation 
tiaie taken within th* period, salary rate, payroll deduotion*. 
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Keeping payroll records 

This record shows the amount paid each employee at each payroll period, 
the cumulation within the fiscal year, the amount deducted from each for 
insurance, taxes, etc* 



SBlf-p3VSIiOPME®T OP STAFF 


The improTemeat of the quellfioations of staff menibers on both the profes- 
sional and Maprofessional levels is the joint responsibility of the library 
and the individual* For the library’s activities in this connection see 
P^OHKEL MAlIAffB ISMT » This section is concerned with the activities of indi- 
viduals within the liinits of library time* 

The educational function of nearly all typos of libraries, and the research 
activities served by others, combined with the interest of libraries in almost 
every field of learning place upon the professional staff a continuing obliga- 
tion for development. Moreover, the fact that librarianship is a young and 
rapidly changing profession accents the need for constant study and thought on 
the part of administrators and staff members alike in order to gain a better 
understanding of the objectives of library service and of the means of 
achieving them* Librarians, therefore, need to read professional, subject 
field and technical literaturei attend professional meetings, take advanced 
training, and participate in numerous other activities which will keep them 
abreast of current advances in librarianship and allied fields and develop 
leadership in the profession* 

As members of a profession librarians have an obligation to advance that 
profession by participation in activities such as oanmittee work, investigat- 
ing library problems and writing reports and papers* 

The time required for activities conducive to professional development is 
considerable* All libraries allot smae library time for them since they 
directly contribute to the effectiveness of the service* Librarians will find 
it necessary, however, to spend a good deal of outside time on them* 

Activities \iihich contribute toi the development of nonprofessional staff 
members will require a smaller eaaount cf library time than those of profes- 
sional members* Most libraries, however, will provide time for orientation 
courses and other in-service training programs, visits to other institutions 
and other activities which enable the nonprofessional staff members to Improve 
perfomanoe of their duties* Since many of the duties connected with the self- 
development of staff members apply both to the professional and the nonprofes- 
sional levels, they have not been separated in the list* 

Dirfcies 

Reading professional or vocational literature 


^ literature of librarianship, but ««t of various 
other fields of Imowledge related to the Xilaary’s service. Although some 
library time may be assigned for this, additional outside time will be required* 

ITonprofessioMl staff members can improve job performance by reading nahuals 
and articles relating to their work* Examples are secretarial manuals, books 
and articles on poster-makittg, mending and binding, and public relations* 

Bxaminlng new publications 

Ubrariaas who directly assist readers need to examine new materials and to 
read or scan new books aitd periodicals* There is a growing recognition of the 



r-sso for allor/in^ a. substar.tiai ano'-tr.t of librar;.- tir.s for ohls 
Atte n ding staff ■nee tingo 

'Tnile the staff sieetir.g is a cc :idinatir.g device for adnir.isnrators in 
ofi'ers an opportuait;’- to pronote individual grarth* Staff nsetings and staff 
association neetiags ia the forrr- of iect'ires, seninars, or panel discussions 
devoted to a critical consideration of iibrarianship, cf education and social 
problems, and of books effectively promote professional inveresn and develop- 
ner.tn 


Staff meetings afford uhe nonprofessional staff menber the ccportunivj' fcr 
gaining a better understanding of library objectives and services, and er, 
acquaintance r;ith fella/r staff members* 

See also Gonduoting staff me etings classed under ?35SCi:!r:L ILClAGTlSr it 

Attending olas s es and leetiure s 


Continued formal study is one of the beat methods of increasing profes- 
sional fitness. It enables staff members to acquire training in nev; fields 
and to deepen their knoffrledge of others. For sase.advaroed study in librar- 
ianship v/ill be valuable. For others, nhe increasing trend tcflards subject 
division of the book collection, and the need, particularly in university and 
research libraries, for subject specialists fho can render expert assistance 
to readers and help in developing various subject eollecticns, make graduate 
study in subject fields desirable. Fev/ libraries grant leave vith cay for 
such study, but many libraries allow some library time. 

Since nonprofessional assistants frequently come to the library *t;ith little 
or no knowledge of libraries and libraiy procedure, the;.’ can gain a great deal 
from orientation lectures and training courses, 'ixamples are Iscturee out- 
lining the organization of the library, and instruction in methods cf handling 
telephone calls, how to meet the public, as well as in the mere specific 
duties such as filing and mending. 

Attending professional meetings 

Attending conferences of national, state, and local professional organiza- 
tions as well as meetings of other sooieties in related fields affords the 
opportunity for the mutual discussion of professional problems, for leamirig 
new developments in the field, and for contacts with the leaders of The 
profession. 

Participating in aotlvities of p rofesclonal organizations 

It is oustomary in many librarlez to alicnv a generous cnoumtof library time 
for Gonmlttee work, participation in programs and other professional projects 
which contribute to the growth of the individual as well as to the profession 
generally. Suoh aotlvities are not neoessarily confined to library organiza- 
tions but may also include educational, learned and technical sooieties in 
fields related to ihe work of the individual. 

Visiting libraries 

Visits to other libraries provide librarians the opportunity to investi- 
gate problems oonneoted %7ith their particular work, to study methods and 
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techniques and to discuss coitinion professional interests* Nonprofessional 
staff laembers are also benefited by observing methods of performing similar 
duties in other libraries# Such visits serve to stimulate interest and in^ 
crease understanding# 



ih6 6ctiv6n8ss of a library ic~3iids bo a lar^s or. tl.s ss~gr;t to 

v/r.icn lus policies and objaobivos ara URdorcb^oi ana its virioi sarvioss 
kcown* HgRco any trail ai’iir.isterad library v/i :1 have a ’vblia ralabior.s trt- 
gran designed to shcn? ho'.r the library furiCtions ir. the interests of its 
Oiientele and to pronote greater nse or xts corttces^ "'hit ^ ^ 2 ^ 

variety of activities rrhioh vdll vary ccnsilarably in diff erent hir.is tf li- 
braries. For example, public libraries iesirned to se**vp a*- 
division - city, to^imship, or countj^ - «;herc us® of t;-.e li':r.arv is v":l:;ntarv 
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sis. 


Very large libraries will often have a public relatior .3 speoialirt -rhi is 
not a librarian but who has a broad understanding cf the litrar^r's functions. 
Although the practice of public relations is a vacation ir. itself, tr.is"v:crk 
will be the responsibility of a librarian in a ma*orit;j' cf libraries. 

In listing publio relations duties a few have beer, onittei ’.rhioh at first 
thought might appear to belong here but which are inteniei primarily to help 
readers in the choice of books rather than to publicise the* library", cnar.rlas 
are preparation of reading Lists, book displays arranged inside the library” 
and book talks. These have been classified under AS5:3 'X';ur:S 'll lliAll’ES, 

prof ess ional iXities 
Planning a publicity program 

Time spent in developing an over-ail plan for public relaticas aotivitic-t 
will insure a balanced annual program* This ^dll change from year mo yfcr nr.i 
will be affected by new library services, current trends, the £ry,T:h of the 
community or the institution and changing conmnity or ir.svituticnal interests 
and developments. In view of these factors, decisions must be made ccr.oerr-ing 
agencies and groups to contact and phases of the Iibrar;/’’s services to be 
emphasised. Planning will also help to maintain a regular flow of rublieiny 
designed to keep th^ library and its services constantly before ths"ccmniaity» 
Although planning is an administrative function it is included here to Indicate 
the aspects of planning connected ^vith publio relations* 

Planning and writing news stories and articles 

Public libraries especially oust be kept before the public b;;r means of a 
steady of news stories and oooasional feature articles in the local news- 
papers, Beside writing the articles, this duty involves compiling daca and 
interviewing departament heads, branch librarians and others to obtain materiali 
IHhile local newspapers will furnish the chief media for moat stories, school 
and college papers, house awgans, periodicals, bulletins of organizatiens and 
other pdblioation will also be used* 

Interviewing press representatives 


Kewspapers send reporters to public libraries regularly or occasionally in 
search of stories. In the case of school or college libraries these reporti'^rs 
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will come from the school paper* Interriews involve answering questions, 
looking up facts and figures, showing the reporter around the library, 
planning pictures, eto« 

Scanning local publications 


Regular cheoking of local papers and other local publications will furnish 
much information needed in writing news stories and in making contacts with 
individuals and groups* Group interests, names of new officials, oommunity 
problems or evdnts with vrtiich books may be connected and many other facts and 
ideas rdll be obtained in this manner* 

Composing, designing and editing miscellaneous printed publicity 

Printed publicity in addition to news stories includes placards, posters, 
handbills, information folders, annual reports and similar material* To see 
that these are effective in wording and attractive in form requires time and 
study* 

Arranging for the distribution of printed publicity 

This involves interviews with offislals of agencies or organisations, to 
obtain permission to display posters, distribute booklists, folders or hand* 
bills* It may include attendance at meetings where material is to be dis- 
tributed* Sometimes it will mean solioiting and directing volunteer help in 
distribution of materialst as for example, engaging Boy Scouts to deliver 
invitations to use a neighborhood library* 

Vfriting for and editing library bulletins and news letters 


Library bulletins and news letters vary in content and purpose* ’-Then they 
are only lists of new books, work on them is bibliographical and classifies 
better under ASSISTillCE TO BSADiBRS* The duty here applies to publications 
intended to publicize the services of the library and promote understanding of 
its objectives* 

Making oommunity oontaots 

Much of a library* s public relations pirogram can best be carried on through 
organizations which in turn reach many people and represent many kinds of 
interests* For this reason librarians will make as many contacts as possible 
with groups to tdiioh the library can be helpful* This often means taking an 
aotive part in oosmunlty activities, such as serving on boards and oommittees* 
This is espeoially true in public libraries where theocnumunity is an entire 
political jurisdiction* Moat schools, colleges and business institutions also 
have organizations and groups with which their libraries will need to cooper- 
ate* Conditions must decide to what extent outside aotivities should be 
undertaken on library time* There are many contacts outside of the library, 
however, which have direct relation to the promotion of library services* 

These Include visiting newspaper editors, parent teacher associations, oi-ty 
officials, chambers of commerce, government offices, social welfare agencies, 
etnd various school and college organizations to which the library can offer 
special services or with which it can cooperate* There are also occasional 
public or institutional meetings at whioh the library should be represented* 
For closely related duties see Relating the library to cannaunity interests 
under AIMINISTHATIOir. " ' 
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•jiv ing tal ks 


This public relations funoticn will te 
profescional staff* Talks vrhich can be cl 
will be about special services, resources 
functions, library develocnent clans, etc* 
ASSISTANCE TO EEADiRS. 
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Pl anning displays and exhibits 

In preparing displays, it is a professional function cc sascc tne sub;’6ccs 
and books to be exhibited, and to plan the -wording co be used on accir.ca-nvitr 
posters or placards* The arrangement of displays from che scandcoir.-:: cf * ' 
artistic effect should be done by a staff member best fitted i -jr* this r/h: mav 
be nonprofessional* Included under this heading are such activities as 
window displays, preparing floats for parades, displays and booths :or Icoal 
fairs, exhibitions, conferences, conventions, etc* Frequontly it v/lil be 
necessary for a librarian to be in attendance to answer questions, prcmots 
interest, and distribute literature* Displays within the library which are 
intended to help readers in selecting books have been classified under 
ASSISTANCE TO HEADERS. 


Sponsoring "Friends of the Library" groups 

As a means of developing good public relations some lioraries have organ- 
ized or actively assisted in the establishment of ’‘Friends of the Library'* 
groups. In colleges and universities such groups will generally be .tade'up 
of interested alumni who will assist in acquiring valuable gifts fcr the 
library or aid in its development in other ways. Fablio libraries will enlist 
the interest of ci-vio leaders, educators, officials and others* Vfh«re 
these organizations exist, librarians must keep them iriformed about the 
needs and aotl-vities of the library, plan programs, arrange for meetings, 
suggest ways in which the group can be helpful to the library, and ct other 
things which -will help to maintain interest* 

Arranging for and conducting visits to the library 

Visitors -will include ci-ty officials, clubs with special sub^eet interests, 
adult education olasaes, '^Friends of the Library" groups and others* Not 
only groups but individuals with special in-terests in the library* s arrange- 
ment, organization, or resources will frequently need to be conducted about 
the library* 

Writing promotional letters and cards 

Often the most effective means of introducing special ser-vioes or 
resources to people who could profit by then is to write to members of organ- 
izations or to key individuals telling about them and inviting their use* 

The sending of "special interest" cards calling the attention of individuals 
to speoifio books is a reading guidance service and as such has been classi- 
fied under ASSISTANCE TO HEADERS * 

Establishing and revising mailing lists 


When library publicity is to be distributed by mail it is a professional 
public relations function to decide on the scope of distribution and to prepare 




32 


a list of suitable people by cheeking club rosters, directories and other 
sources. The work of assenbling and typing can then be turned over to a 
clerical assistant who vdll also verify addresses, spelling, etc* 

Preparing and conducting radio programs 

This activity will include giving talks, writing various kinds of radio 
script, preparing spot announcements, etc* Good radio public relations ?;ill 
also require occasional visits to and conferences with broadcasting officials 
to arrange for programs, and to interest them in the library and its objec— 
tives. 

Planning and conducting library campaigns 

Library bond elections and other elections in which library interests are 
concerned furnish public libraries the opportunity to explain their needs, 
problems and services to the voters. '’Book week" is observed by many types 
of libraries* Campaigns to collect gift books are also common* Sometimes 
libraries will participate as units in campaigns of general patriotic, civic, 
or institutional interesv. All work of this kind publicizes the library and 
aids in the development of good relations ’.vith the library’s public* 

ITonprofessional Duties 
Keeping publicity records and statistics 

Host libraries T/ith active publicity programs will keep statistics of 
work accomplished. ’Maintaining a publicity scrap book will require scanning 
publications and clipping and pasting articles* Statistics kept will include 
talks, radio programs, quantity of pt.blicity material distributed, etc* 

Selecting and maintaining publicity materials 


Hai^r large libraries will have stocks of publicity materials and equipment 
for lettering, printing, displaying, etc*, which must be selected and kept in 
systematic order* A file of publicity suggestions including examples of 
attractive layout, quotations, pictures and drawings will often be maintained. 

Preparing publicity material for distribution 

This includes counting, folding, packaging, addressing and stuffing 
envelopes* 

Distributing publicity material 

This is largely messenger work which follows arrangements made by the 
person in charge of public relations* 

Maintaining mailing lists 

This duty includes typing lists from material furnished by the person in 
charge of public relations, verifying spelling and addresses and other 
clerical work needed to keep the lists up-to-date* 
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Making posters 


There are a variety of uses for posters in publicizing library services* 
such as announcing story hours and other library activities* general pub- 
licity in store windows* schools* recreation centers* Chambers of Comierce* 
etc»* and to accompany book displays in and out of the library* 

Miscellaneous art work 


The effectiveness of displays and exhibits will depend to a large degree 
on features of arrangement* color, lettering and accessories* Often a non- 
professional staff member with art training or a flair for artistic effects 
will compose and carry out displays working with a professional laember of the 
staff who is mainly concerned with the ideas behind them* In school 
libraries the help of art students is sometimes available* 



SELECTION OF MPERIAL 


The selection of hooks^ periodicals, and other library material, as dis- 
tinct from their acquisition, requires constant and extensive reading, a 
broad background of knowledge in the literature, ideas, terminology and lead- 
ing figvires in many fields, familiarity with bibliographical aids of all 
kinds and a high degree of judgment,. Regardless of the type and organisa- 
tion of a library, final selection of material is almost always based on 
suggestions and specialized knowledge contributed by a number of persons. In 
a college or university library, faoul'ty members usually have a formal and 
important share of responsibility* Indeed, in many universities, selection 
is made almost exclusively by faculty committees* In school libraries, 
teachers and supervisors at least exert icflueliioe on final decisions of 
selection; in special libraries executives and technicians share the respon- 
sibility with librarians, and in public libraries all those engaged in work 
with readers are in a position to contribute the practical data that are 
basic to wise selection* 

From the standpoint of actual performance tasks involved in selection are 
closely interwoven with those of acquisition. The process of selection, 
however, is more decentralized than that of ordering and staff members en- 
gaged in at^ phase of library work may participate. The considerable aiotount 
of clerical detail connected with order work, complicated as it may be in a 
large or specialized library, is not to be confused with the selection 
process which is essentially professional in character and which includes 
the following specific duties* 

Professional Duties 


Formulating policies fot selection 

This task is basic, involving decisions that determine the character of 
the collection in relation to the functions of the particular library. 

School and college libraries, for example, formulate policy as to how closely 
the collection shall follow curriculum requirements and how much attention 
shall be given to recreational reading materials; universities determine what 
subjects shall be focuses for special collections; special libraries decide, 
for one thing, how much of a general reference collection shall be built up 
considering other library facilities readily available. Examples of ques- 
tions of policy making in book selection in public library work area what, 
if any, special subjects shall be ^phasized; to what extent shall popular 
pubiiic demand influence selection; how large shall branch reference oolleo- 
tions be; shall any selection be lade in advance of publication; shall the 
collection include visual, auditory and other materials. 

Budgeting book fund 


Conforming to the general policies adopted by the library the book fund 
must be budgeted more or less minutely. College libraries often use depart- 
mental budgeting and universities may have an additional segregation by 
college, branch, bureau or foundation library. In many instances, this 
budgeting is done almost entirely by faculty oommlttees, the librarians 
serving in an advisory capacity , only; in small public libraries budgeting may 
be merely by such large classes as fiction, noxf lotion, children's books. 
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p6riodleal$ and other laateriali or it Tiay he by sub^eet classes* lArge cub* 
lie libraries usually budget first by branches and department s* This requires 
careful study of circulation in relation to book stock and of other Influenc- 
ing factors. 

leaking and studying surveys of reader in terest 

This may include special studies nade froc questionnaires anwtred by 
readers who do not use libraries as vrell as those who sc^ cr nerlidic surveys 
of circulation records and reports of librarians -orking with* readers* In 
libraries of various types the clientele and their interests nay differ 
v;idely but the basic problem and methods are similar* 

Investigating and studying sc hool ourri eula 

Obviously this is a basic and continuing task in anj- librar;.' that is an 
integral part of an educational institution vdiether on the elenentar;** 
secondary or college level. It is performed also in public libraries that 
cooperate in any degree with public schools^ and especially in these county 
libraries which furnish complete school library service* 

Investigating community needs 

A public librasj accomplishes this by means of studies of eityt county or 
regional conditions* activities and needs; and of other local library' and 
educational facilities* In the ease of a school or college library* members 
of the "oommunity" are the student body* the faculty and administrative staff; 
and in a special library - the firm or organization v/hieh it serves* In 
school library work* "investigating community needs" implies keeping touch 
with purriculun changes and educational trends; in a special library it re- 
quires alertness to developments in the particular field and anticipation of 
demands for printed ntaterials* 

Selecting materials from book reviews* catalogs* lists* etc. 

Reading book reviews and examining catalogs* lilts* etc** are means cf 
keeping abreast of current publications and evaluating them through the 
criticisms of authorities in various fields, la the course of suoh reading 
items will be checked for tentative selection* a process net to be oenfused 
with olerioal cheeking for titles already in the collection* nuBd>er of copies* 
eto* Selection of visual and auditosy materials such as films* records and 
pictures requires a knowledge of reliable sources In these special fields and 
many considerations of spaee* timeliness and use. Vertioal fils material 
presents special selection problems* tTlse deeisione eonoeming material to 
be included or withdrawn (when it has outlived its usefulness) make a rsr- 
tioal file a valuable refersnee tool instead of a spaof oonsusdng eolleoticn* 

Preparing lists df material needed in speciflo fiibjeets 

In eomieotien with book selection* this work is performed when a aub;jeet 
laok or weakness in the ooXleetlon is discovered. It involves choosing* with 
the aid of subject bibliographies and erltloal reviews* the books that best 
fill the gap or supplement inadequate ooverage of the subject. 
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Considering requests for speeific material 

Requests supply % valuable check on desirable material that may have been 
missedj show trends of reader interest, and possible subject weaknesses in 
the collection* 

Deciding on extent of duplication of specific material 

This requires constant interpretation of library policies and functions, 
as well as consideration of budget limitations. Although the problem is 
common to all types of libraries, it is probably most difficult in public 
libraries where practically all the readers want current best sellers at the 
same time. In college and school libraries decisions are affected by prac- 
tices regarding reserve book rooms, or other devices for making collateral 
reading available to the largest number of students within a limited time. 

Deciding on editions 


Since many standard works are issued by several different firms it is 
necessary to be familiar with the features of format and editing which char- 
acterize the work of the various publishers, in order to select those best 
suited to the needs of the particular library* 

Considering purchase of material sent on app r oval 

In many libraries only an occasional book is received on approval. Publish- 
ers, however, send to some libraries on approval one copy of a majority of the 
new titles on their lists. In any case the decision on material to be retained 
is part of the process of selection. 

Participating in book meetings 

l&ny public libraries hold meetings of department heads, branch librarians, 
children* s librarians, and sometimes interested laynien or board members, to 
discuss newly published material and make recommendations or decisions regard- 
ing purchase. In schools and colleges such meetings are often held by repre- 
sentatives of the library and teaching staffs, 

Ibcamining dealers* stocks and publi shers* d isplays 

Prom the standpoint of book selection this affords the opportunity to in- 
spect books before final selection and to become familiar with the oharaoter- 
Istics of various publishers' lines* See also the same duty title listed 
under ACQUISITION OF matbbtat, . 

Interviewing salesmen 

Librarians concerned with the selection of books and other library mater- 
ials will frequently need to talk with publishers* representatives end book 
salesmen* Much valuable information about forthcoming publications may be 
obtained from thOT, It will also be a means of discovering the extent and 
quality of revisions in the case of standard referenoo works and other facts 
which may be useful in selecting material, (See also the same duty title 
listed under ACQUISITION OF MATERIAL.) 
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Making final selection for regular orders 

YiThen all iriforina*bion, requests, and recomniendetions are at hand, contem- 
plated orders for new material must be selected according to general 
policies and budget limitations^ This often involves further investigation 
and comparison of books on the tentative list and balancing the order to 
cover a variety of needs* 

Preparing basic collection lists 

This practice is most general in public libraries many of which compile 
and maintain lists of children's books or of reference books and standard 
works that are considered minimum essentials and are bought and replaced 
automatically* 

Making up fluid book collections 

Often locations outside the main library are served by small collections 
of books which are frequently changed. These may be daeposit stations in 
stores, factories, schools or clubs, or they may be special collections de* 
signed to supplement permanent collections# Travelling libraries sent out 
by state or county libraries make another form of this kind of book c»llee«** 
tion* To keep these collections alive, fresh and interesting to the partio-* 
ular groups using them is a professional duty whi^h requires a knowledge of 
books and of the special interests of the location to be served* The collec* 
tiond must be balanced to provide for varying ages and tastes* Records will 
often be maintained which show where books have been and these will be con- 
sulted to prevent duplication* This duty differs from others classified as 
book selection in that selection is limited to books already purchased by 
the central agency* 

Examining material for discard and replacement 

This involves the exef else of Sound Judgment bas^d on knowledge of the 
collection in its relation to the needs of the librai^# Some of the questions 
that must be answered are — la this book pbsoletej if sc* is it of sufficient 
value historically to roiaain in the collection or does it have 
value as a first edition or rare item; should only one coiy of this ex- 
seller be retained; should this worn^Vxat book be 
. this - one' be ;feplaoe:d':;'br'';shbtttd;;'it ::be^;-t^>efs^ 

'^up^o >00^: 

' Deciding on acceptability cf gifts' '-- •• 

to 03 Ha: ■ tdv:.thie^' 

Oollactio^ - general _ content .'and:- use 

■ ■ ■ ■ 



ACQUISITION OF lIAr3RIAL 


In the acquisition of library materiali information and suggestions con« 
tributed by all those who aid in selection are gathered together and oo ordin* 
ated so that purchasing^ receiving and recording may be carried on econom- 
ically and efficiently* Skill in the use of bibliographical aids and 
familiarity with the market and resources of dealers are important factors 
in acquisition as well as selection* Acquisition of rare books and materials 
is part of this rrork requiring highly specialized knowledge* A great deal of 
judgment is necessary in establishing and maintaining valuable information 
files and records* Administration of a share of the library's funds is 
another major responsibility* The librarian must be constantly alert to 
opportunities for advantageous purchase* 

As there is a great amount of clerical detail connected rrith acquisition 
workf it is especially important to analyze all processes carefully and assign 
the routine duties to clerical staff members even if these routines are 
somewhat complicated to learn* In small libraries* professional and clerical 
duties relating to acquisition of material will usually be carried on by the 
same person's In larger organizations* quality or ability and experience of 
the clerical staff available will deteimiine the amount of responsibility 
delegated* The tendency to allow routine duties to be performed by profes- 
sional staff is a natural one since it centralizes information which often 
must be produced quickly* 


Professional Duties 


Controlling budget for acquisition 

After the appropriation for new material is budgeted (see Budgeting book 
fund under SELSCTIOK OF alAPERIAL )*' carrying out the plan is a function of 
acquisition* Expenditure periods' are established to provide for a certain 
percent of the book budget to be spent monthly* quarterly or semi-annually* 
A bookkeeping system* which in large libraries may be detailed* is set up as 
means of insuring control. 

Scheduling purchases 

In libraries where the book fund is budgeted by departments and agencies 
a schedule will be set up to regulate the frequency of purchases* insure a 
steady flow of new books and to correlate the ordering of the same subjects 
or the same kind of material* Such correlation of ordering in a large li- 
brary system contributes to eoononQr and speed* 

Negotiating with publishers and dealers 

Such negotiations by telephone or correspondence involve requests for 
catalogs of publications; inquiries regarding stock on hand; special dis- 
counts to libraries; most convenient and eoonomieal means of transportation 
of material from publisher or dealer to library; correction of errors in 
filling orders* 
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InterYie7fir.g salesmen 


Salesaeu sail upon librarians with catale.:s and ar.r.ounosr.enn 
lications, giving infornation about important new titles, or;b 
publication and onher infornation valuable in acquisition." 31 
ing salesmen and publishers’ representatives is also a dur,- of 
duny title is also listed under SELSCTIC:: C7 


^aoie 

nos 

ssle 


r.sw pub* 
date: of 
interviev- 
stlorijUhe 


Examining dealers’ stocks and publi ohers* displays 


Librarians of smaller libraries use these visits for both selection and 
purchase of books and auditory and visual materials. P.ecreser.tativss from 
acquisition departments of large libraries find visits tc bock stores 
profitable in determining types of books carried in dealers’ stock and '(«fhere 
best to place future orders. Friendly relations v/ith dealers help estab* 
lish conference for business transactions. (See also the same duty title 
listed under SELECTIOK OF mJERIAL .) 

Searching for difficult trade bibliographical information 

Full bibliographical information, that is, publisher, price, date of 
publication, edition, paging, volumes, illustrations, etc*, is necascary 
for selection, purchase and cataloging of books. Professional skill in the 
use of the indexes and catalogs used in gathering this information is re* 
quired in order to supervise the purchase of library' material. 

Preparing and assembling data for orders 

This includes checking publishers' catalogs and ennouncemcnta and in- 
spection of approval copies sent by dealers followed by oonsultatica vd.th 
those for whom material is to be purchased and the final authority for 
approval of purohases. 

Detailed bibliographical infermation must be assembled, and if an order 
meeting is held, as is frequently done in large public and school library- 
systems, lists must be prepared and material to be re-viswed or inspected 
must be collected. Information is usually finally assembled on order cards 
which form an Important information record during and after the process of 
acquisition. 

Plaoing orders 

3o that he may plaoe orders with dealers or publishers intelligently, -^be 
librarian In charge of acquisitions trill become familiar -with individual firtis 
and their specialties t discounts, special services, such as furnishing ap- 
proval copies, proBzptness in delivery, follow-up service os orders, etc. 

'Rhere oentral purchasing Is praotiosd, the librarian furnishes biblio- 
graphloal data but has no responsibility other than advisory in the decision 
as to where orders are plaoed* 

Sstablishing and supervisittg order information files 

From established files information should be available at all times on the 
status of material on order. There should be an established routine for 
following up unfilled or delinquent orders. Special files will vary accord- 


40 


ing to demands and the size of the librazy* They may include: lists of pub* 
Ushers sending books on approval, lists of approved editions, standard sets 
and a pseudonym file* 

Verifying and approving book bills 

Actual checking of bills with shipments is a clerical task* Knowledge 
of editions, familiarity with discounts to be expected and changing prices 
require professional training or expert and experienced clerical help* In 
any case, this approval of incoming material must be under close supervision 
of a professional librarian* 

Maintaining want lists 

Want lists will include books and library materials that are out of print 
or difficult to obtain* Often expensive sets which the library can only 
afford to purchase at bargain prices are listed* These lists are kept on 
file and opportunities to purchase the books are watched for* Negotiating 
with publishers and dealers will often be concerned with these items* 

Establishing and supervising check lists of serials 

In aoquiring serials and continuations (material issued over an extended 
period of tine in regular series or at irregular intervals) cheek lists 
must be established and maintained to record each ntmiber as it is received 
and to show the library's complete holdings* 

Newspapers, magazines, government documents, publications of soeieties and 
all pamphlet material may be recorded in this way» Methods used will vary 
from a simple card file in a small library to an extensive visible file for 
large holdings* 

Actual maintenance of these files is clerical work|. but close professional 
suporvision is is^ortant in setting up these permanent records* 

Establishing and supervising exchanges 

Libraries often accumulate duplicate copies of books, periodicals and 
documents which are not needed by them but which nay be of value to other 
libraries* In universities, supervision of the exchange of university 
publications is frequently handled through the library* Iftxile the processes 
of handling exchanges are routine and olerioal, they will need professional 
supervision and policies and methods oust be established especially in 
libraries conducting extensive exchange activities* 

Establishing and supervising acceasien records 

Accessioning is briefly explained in the nonprof essioaal section of 
itflQtJISlTION OF MATERIAL * Supervision of this duty consists in deciding on 
the extent and character of the records to be set up and in seeing that they 
are properly maintained* 

Soliciting gifts 

Gifts to the library nay range from an ooeaslonal book or paoqphXet to valu* 
able oolleetions of rare books, prints^ or maps* In securing gifts ths 
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library vfill sake knov.-n to Interasted readers ar.d nenbers of the cvinusity 
its needs and the special bock interests v/hioh it vrishes tc devsisp* Iften 
there Tsrill be an active caapaign for gifcs a'id beqvects fr:r. iriends cf the 
library* Material *.Till also be solicited fron a.^er.cies and orruni iaticns 
v.*hich publish in the library's fields of interest. 

Appraising highly specialize d and rare r::aterial 

Skill and special knowledge are required in evaluating unusual ana rare 
material for universities, business and research libraries and large public 
libraries giving expert technical reference service, ?Aro bcoks nust be 
carefully collated and ooitpared by experienced bibliographers in rAjcing ac- 
praisals. 


lionprofessicnal Duties 


Checking lists with catalog 

Lists of books and i&aterlal suggested for purchase nust be cheeked v;ith. 
the catalog to be sure items are not already In the library, or for biblio- 
graphical information in the case of replacements or duplicate criers, ?rs« 
liaiinary cheeking can be done by a nonprofessional assistant. Supervision, 
review or further search for more difficult trade information nay need to bo 
done by a professional staff member. 

Searching for simple trade bibliographioal data 

Clerical assistants can, with some instruction, learn how to locate 
readily available bibliographical information needed in placing orders. 
Searching for difficult trade information is listed as a* professional duty 
in this section. 

Making order oards 

.After all bibliographioal information is assembled, it is typed on order 
cards which will usually include the name of dealer, date ordered, fund to 
which purchase is tc be charged, number of copies and their distribution. 

Cheeking order cards with holdings and outstanding orders 

This is a final cheek on orders far new material to be sure no previous 
order is in process or has been reeelved* Catalog, shelf list, outstanding 
orders and material in process will be consulted* 

Typing orders to dealers 

After Of der cards sure completed, orders to dealers will be typed from them. 
Order tortu eetablished for the purpose are generally used* 

Piling order cards 

After orders )iave been “^fped from the order oarde these cards are filed in 
an outstandlBg order file to be used as a temporary record until the material 
is reoeiTCdp TIhen the books are received the cards maj' be refiled for other 
record purposes* 
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Preparing listg for book meetings 

Vlhen groups of librarians or book oonaittees meet to disouss and order 
library materials, lists are usually prepared in advance for their considera- 
tion* These lists will vary in the amount of information giveni biblio- 
graphical data, critical notes, etc* 

Opening and sorting material 

mihen books and other material ordered have bean received packages must be 
opened, material sorted and placed on designated shelves preliminary to 
oheoking with the bill* 

Checking invoices 

All material received must be cheeked vrith original orders and invoioes 
for exact titles, price, discount, number of copies, editions, etc, A non- 
professional assistant doing this may find it necessary to consult a librar- 
ian occasionally since professional book knowledge may be needed to identify 
ambiguous entries* 

Entering aoeession information 


Records of volumes added to the library giving costs and source of pur- 
chase are Inpt in varying format some libraries have aoeession books in 
which each book is entered and assigned a tnuhberj others may bind copies of 
purchase order sheets or bills as permanent accession records or keep such 
information on cards which may be eombined with the shelf list* li- 

braries will also maintain a classified swaaary of additions and withdrawals 
from, whioh the total number of books in the library, or in any agency, or a 
specific subject class may be obtained* In libraries with many agencies, 
the classified summary may become an elaborate system of bookkeepixig, requir- 
ing a high degree of accuracy and facility with figures* 

Returning material to publishers and dealers 

Approval copies not purchased, defective copies and items seat in error 
must be returned. This involves wrapping, addressing and n»iling. 

Filing invoices and other order material 

The. disposal of invoices after they have been checked will depend on the 
organisation of the library* If there is central purchasing the original will 
be sent to the central office* Duplicates are sometimea used as permanent 
accession records* In any case it is an cMiquisition dui^ to see that approved 
invoioes are properly filed or distributed* 

Following up outstanding orders 

Oxit standing order files should be cheeked regularly for itesis overdue and 
claims sent prosqrtjly* Forms are often used for this purpose. Checking and 
reporting nonreeeipt of periodicals will be a duty of considerable proportions 
in large libraries* 



Maintaining check lists of serials 


Records, usually on cards, are kept of all newspapers and periodicals 
received* For eacli number a simple check placed opposite a date on the card 
form, or a similar entry, will indicate its arrival! Later some of this 
information v;ill be transferred to a permanent holdings file and may be in- 
corporated in shelf list, and catalog. 

Preparing exchange lists 

After material of which the library vd.shes to dispose by exchange Tvith other 
libraries has been selected, lists of this material must be t3rped and sent out 
to designated institutions* (See Establishing and supervising exchanges# ) 

Recording exchanges 

Idbraries conducting extensive exchange activities of their own publica- 
tions or of duplicate materials will maintain records showing what has been 
sent and what has been received from other libraries# (See Establishing and 
supervising exchanges# ) 

Acknowledging and recording gifts 

Forms or forsi letters are usually provided for routine acknowledgment of 
gifts of books, publishers* samples, or other library material# Aeknowledg** 
ment of especially valuable gifts will be referred to a professional authority# 

Keeping book budget records 

In large libraries where many divisions have individual budgets, with 
limited purchasing periods, a system of bookkeeping is necessary as an instru- 
ment of book budget control# The amount of detail recorded will vary# (See 
Controlling budget for acquisition#.) 



CATALOOniG AtID CLASSIFICATION 


Classifloatlon and oataXogiug are the main prooessee by means ef whieh 
library materials are systematised and made readily available to users* 

The professional duties connected vdth these activities require a high 
degree of teohnloal knowledge and important personal qualifications* 

Joseph mheeler in his Progress and Problems In Education for Librarian ship* 
says I ”To evaluate a Vodle and the author's purpose and to get it to its ^ 
strategic place on the shelves calls for the highest intelligence and 
judgment f a rich and rigorous cultural background* imagination* social 
viewpoint* initiative and resourcefulness* if a potentially useful book is 
to serve society* " 

Some nonprefessional duties connected with olassifioation and catalog- 
ing are oonoemed with oleridal routines which require mainly aecuraoy and 
speed* especially in typing* Nottprpfessional duties such as assigning 
Cutter numbers* cataloging fiotion* ordering L*C* cards and filing require 
more specialised knowledge* The extent to which these professional and 
olerioal duties can he segregated and assigned respectively to professional 
and nonprofessional assistants will depend largely on the size of the 
library staff and the volume of cataloging involved* The faet that soma 
of these olerioal tasks are frequently performed by professional oata- 
logers does not alert their olassifioation as nonprofessional* Often a 
careful job analysis will disolese ways in which professional and nonpre- 
fessional duties oan be separated to advantage* 

Professional Duties 

Establishing eataloglng and olassifioation polleies 

Cataloging in large libraries will involve policy making on an extensive 
scale* Even a small library will need to make deoisions on policies which 
will affect the value of the catalog and econoiny in producing it* Decisions 
to be made include the duplication of oataloge for departments* to what 
extent cataloging shall be simplified in the ease of fiction and childroa*s 
books* how extensively music and record oollections shall be oatalogediL and 
speoial treatment of various other kinds of material* General policies in 
olassifioation will be olosely conneoted with the of library* the 
special interests of its users and with the depasTtmental organisation* 

Classifiring 

Books are classified by assigning them to their proper plaoes in the 
systTO of classification used ahd thus determining their positions on the 
sheltea in relation to other books* Like assigning subjeet headings* 
classifying requires a stu^y of the material to determine the specific 
subject field it oovsrs* In both eases the object is to make thd material 
readily available* by bringing it out in the catalog under the meet logleal 


ttoseidt L* yjheslsr, Progress and Problems in Sdueat ion for librarianship. 
(N*Tts Carnegie Corporation of New York* 194^)* p* 60# 
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subject headings in the first instance and by placing -vith li’ice r.ateri&i 
on the shelves xn the second instance* Since these trccesses are clccsl*/ 
ellisd they are often done at the same tine* ^hey both require a hnc/.'ledce 
of iT-any subject fields and an understanding of current trends and reader 
interests. In scholarly libraries especially a Icnavledge of lar.g-ares is 
important. 

Expanding and developing olassifieation systems 

Often existing classification systems must be expanded or ehanrei t: bring 
them up-to-date in certain sections or to provide far the fine divisions 
required in classifying a highly specialised library. Cceasionally the 
material to be classified viill be of such unusual character t>.at an entire 
new system of classification must be devised. A systerAtic and logical 
mind is needed for such work. It will be necessary/ to stud;.- the subject or 
subjects to be covered and often to consult authorities in Vne field^ 

Assigning subject headings 

This duty involves (l) careful examination of the publication being 
cataloged to determine the specific subjects with which it deals and (2 ) 
seleotingt generally through the use of standard subject heading lists« the 
words or groups of words which best indicate the subjects under v/hish the 
material should be listed in the catalog* Frequently portions of a bosk 
will deal with subjects not indicated by the general headings chosen* 

In such oases the catalogsr will decide whether the material is useful 
enough to justify making "subject analytics." Subject headings decided upon 
will be indicated on the "main entry" card from which the additional cards 
can be made a typist* Often standard subject heading lists must be 
supplemented or modified to suit new or highly specialised aanerial. A file 
of headings used will be maintained as a guide to consistency* 

Subject oataloging is a highly technical procedure* Cetersining the sub- 
ject matter of a publication and the term or terms which will exprsss it 
best often takes a good deal of search and study* The oataleger cusn know 
something about many subjects and must keep up-to-date on teminology in 
maiy fields* Except in libraries covering lisilted fields and in vr-ry large 
general libraries a single eataloger will have to deal with the entire field 
of knowledge. In scholarly libraries a knowledge of several languages is 
needed* In all oases the eataloger who assigns subject headings aust under- 
stand the requirements and speeial interests of the libraary^s users so that 
the catalog may be suited to their needs* 

Deeerlptlve cataloging 

This is the process of making the "main entry" card giving all the infor- 
mation necessary to the complete Idantifieation of the book or other item 
whioh is being cataloged* The objective of desoriptlve oataloging is "to 
design a catalog entry which will present en integrated and istelllglbls 
description of the book and indicate clearly its relation to ether editions 
and issues of the book* and to other books recorded in the eatalog."* Often 
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the oataloger will need to consult reference works and other sources in the 
search for correct name forms and other bibliographical information* De- 
scriptive cataloging of rare and early printed material requires very 
thorough collation so that all identifying facts may be noted* 

Tftien this master card has been prepared the process of duplicating it in 
whatever quantity is needed for added entries and duplicate catalogs can be 
carried out by a typist* 

Determining added entries 


Other cards in addition to main entry and subject cards must frequently 
be made* These Trill make it possible to locate in their alphabetical places 
in the catalog the titles of books and the names of editors^ translators^ 
illustrators^ etc* Books which include the works of more than one author 
will often require author and title "analytics*" It is a professional duty 
to determine what added entry cards are required and the exact form of the 
headings to be used* These are indicated on the main entry card from which 
the additional cards can be made by a typist* 

Reclassifying 

It will sometimes be found desirable to change the classification of 
large groups of material because of new scientific and technical develop- 
ments or conges in departmental organization* Such an undertaking becomes 
a special duty requiring investigation and planning as well as the specific 
duty of classifying* Occasionally a library will change from one classifi- 
cation scheme to another* Such major projects must be organized and carried 
out over an extended period* 

Reoataloging 

It is a professional responsibility to see that the catalog is kept up- 
to-date by taking into account changing conditions, new terminology and 
current reader interests* This is a continuing process carried out through 
investigating oritioisms and suggestions from librarians working with 
readers and from readers themselves* Sometimes it will be fouhd desirable 
to change the subject hoadit^s of large groups of material, or to make 
changes which will affect many headings in the catalog. Such special pro- 
jeots will need planning and supervision* 

Supervising fiotlon eataloglng 

T?hen fiction cataloging is done by a nonprofessional assistant it will 
be the duty of a professional oataloger to instruct and supervise the work* 
Instruction will be given in the us^ dT-standard cataloging aids, in card 
forms and other matters# It will be necessary to oheok name entries care- 
fully* Still closer supervision will’ be necessary if subject headings are 
used for fiotlon. If extensive subject cataloging of fiction is nractioed. 
it will require a professional oataloger* v • 

Revising cards 

Since the oerd oatalog is a permanent record used by mary people, every 
card whleh goes into it must be oheoked and errors in or infotmatfion 
revised* Not only mistakes in ^ing but frequent^ other errors and 


47 


xUO DZiS ^ S 0© ^ro£*©S 3^ OZZ^iL nft*"3t^ 3 ***3* ^ *l 

Revising fili ng 

In small libraries filing cards in the catalct vill general'.*: ho dene bv 
the person '-fho does the cataloging* In larger liorarie: ncnorci'e jci.:r.til 
assistants will ce taugnt to fiie cards according to the standard cede uced* 
In such cases their work vlll need to be cheeked and re-rised by tho"cata- 
loger> who ^/ill thus maintain continued eunervisicn od 
accuracy, consistency and condition. 
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Supervising phirsioal upkeep of c a talogs 

Since a card catalog is a perpetual index ccntinually added to and in 
constant use, its pliysical condition must be vratohed# "(hen drawers "t sc owe 
too crowded for easy consultation, cards must be shifted and stace adjust- 
ed. This requires revising labels on dravrers and often inserting addition- 
al guides. The procecses connected with shifting cards must have close 
professional supervision since the effective arrangement of the catalc? is 
involved. The cataloger vdll also watch for soiled end worn oards and" 
guides and will see that the clerical prceecsds of removal and ret'’r.ing 
are properly carried out* 


Establishing and supervising cataloging records 

The librarian in charge of cataloging 7.-11 need to decide uhat records 
and files should be kept and to see that they are kept -jap -to date. Statis- 
tics of books cataloged and other inforsiation needed for'rercrts 7,111 be 
recorded, in important record is the shelf list on v;hich i’s recorded nil 
copies of all books in the library in the order of their shelf arranrensr.t. 
Larger libraries will have an official author catalog for the convenience 
of the cataloging staff. Other records may include files of 8ab;‘ect head- 
ings and cross references used, rules and policies governing specific cata- 
loging problems, Library of Congress cards on order, etc. 

Participating in cooperative cataloging 

In order to avoid duplication of effort groups of libraries sometimes 
enter into an agreement to assign specific cataloging fields to individual 
institutions belonging to the group. Thus a library specializing in a 
certain field will catalog the material on that subject for all the 
libraries concerned. Such cooperative cataloging requires preliziinary plasb- 
iidngas well as current supervision, 

Supertdsing contributions to union catalogs and bibliographical centers 

Many libraries contribute to union catalogs and biblicgrapcioel osaters 
which are established generally by cooperative effort to make library re- 
sources in a speeiflo geographical area or a specific subject field more 
accessible. It will be the duty of the librarian In charge of this to see 
that such contributions are sent regularly and to make decisions concern- 
ing books and other materials to be included* 
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Nongrofessional Duties 


Ordering Library of Congress cards 

Jrlany libraries purchase the printed catalog cards issued by Library of 
Congress* In this case the nmber of cards needed to make all the required 
entries for a given book must be determined by the cataloger* but the* 
processes involved in ordering the cards can be easily learned and vrill be 
done by a nonprofessional assistant in larger libraries* 

Cataloging fiction 

It is customary to make only siciple author and title entries for fiction 
and hence this duty does not require an extensive knoTjlsdge of cataloging. 

A good typist will be able to catalog fiction satisfactorily if directed 
and supervised by a cataloger* If subject heading cards are made, the duty 
tends to become professional unless only a limited nuzcber of standard head- 
ings are used* More elaborate fiction cataloging will require a knowledge 
of subject cataloging and a wide understanding of reader interests* 

Assigning bock nmbers 

A book number is a combination of letters and figures used to arrange in 
alphabetical order# books having the same classification nimber* The pro** 
cess of assigning a book number involves the use of the Cutter or Cutter- 
Sanborn table devised for this purpose and consulting the shelf list to 
discover whether the existence of other books with the same number will 
require the addition of a %ork mark," In combination with the class 
number the book number provides a specific designation which applies to one 
title and no other* Care and accuracy are needed in performing this duty* 

Making ocirds from main entry 

All cards needed to catalog a book completely are determined by the 
cataloger and indicated on the main entry card* In libraries large enough 
to permit a division of labor, all additional cards needed will be made by 
a nonprofessional assistant* These will include all the added entry cards, 
and duplicate cards needed for branch or department catalogs* In libraries 
which contribute to union catalogs, duplicate cards will also be made for 
them* Often the sets of cards needed for a single book will be large 
enough in number to require some form of mechanical duplication such as 
mimeographing or multigraphing* 

Shelf listing 

The shelf list is a card record of all the books in the library filed in 
classed order as the books are arranged on the shelves* This raeord shows 
where each oopy of each book is located and is the record used in taking 
Inventory* Making the shelf^list card will customarily be done as part of 
the process of making the added entry cards* . Once the oard is made, ad- 
ditional oopies of the book will be recorded on it as they are received* 

Prooesslng added eoplee and new editions 


After a book has been oataloged the processing of copies added later is 
oleribal* Pull cataloging infolmatlon is available if additional cards maet 
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be inede* In eny cassf record of- &dded copies nusb be seds on "feiie sHelf* Xisb 
end bne subject authority file laust be checked for necessary cross refer™ 
ences, The nonprofessional assistant doing this work aust know how to 
recognize variations in editions and will consult the professional cataloger 
who will decide whether variations from copies already* in the library are 
important enough to warrant cataloging as a new book. 

Filing cards 


In S3aall libraries this will be done by the cataloger. Library filing 
can be learned readily, however, by a nonprofessional assistant who, in 
larger libraries, wd-ll do the original filing subject to revision by a eata- 
loger. 

Recording withdrawals and reinstatements 

Vifhen a book is worn out, lost or withdrawn from the library for any other 
reason, the records originally made for this book must be changed. If the 
book withdrawn is the last copy this involves removal of cards froa the 
shelf list and from various catalogs in which it had been entered. Vfhen 
books recorded as lost are later found, they must be reinstated on the same 
records. In all oases the accession record (statistical record of the 
library’s holdings) must also be corrected. 

Recording transfers 


Frequently a book is transferred from one agency or department cf the 
library to another. This requires changing the shelf list and all other 
records which show tlas location of the book. If the book is new to the 
agency receiving it, catalog cards will also have to be made and official 
name entry and subject heading files cheeked for cross reference cards which 
may be needed. 

Processing reoataloged and reclassified books 


IHhen books are reclassified or reoataloged. the headings and/or class 


nnmbers^^ m be chained to conform in the catalog and on other records of 
the 1»o>k. These aro olerical processes Invplvihg erasing, i^fping and ro- 


1^8leal';,;aaintqiMa3ce' of ^catalog 

ih'; oirder »iatwi«idia' 'the.'’ good'' appearanee^ . p^' ''a- ■'piui'a batakl^^i*: 

be^ n replaee: soiled or worn eards and to^ W neir goldea 
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MBCHAinCjtL PHEPARATION OF IIAIERIAL 


The physical processes involved in preparing library material for use 
have been grouped under this heading* They are concerned with (l) iMdcing 
material resistant to frequent and sometimes careless handling^ {z) pre- 
paring material for lending and reference use, (3) providing against* loss 
by clear marks of ownership, and (4) indicating shelf location by letter- 
ing on the backs of books* It is evident that the physical processes are 
nonprofessional and require chiefly the ability to do neat and skillful 
handwork. Since the way in which library materials are treated physically 
has a direct relation to the effective functioning of the library, the 
determination of methods and routines is often considered a professional 
duty* It is quite possible, however, for a nonprofessional worker to 
specialize in this phase of library work and to acquire the necessary back- 
ground and judgment to make such decisions and to supervise the whole 
activity* 


Professional Duties 


Dete rm ining methods and routines 

The person performing this duty must know the relative durability and 
general use qualities of materials suoh as glue, binder's cloth, paper, 
cardboard, lettering inks, etc* Books, maps, periodicals, pamphlets, music, 
records, films and pictures, each requires different treatment in mechani- 
cal preparation for use* Frequently it will be necessary to investigate 
and test new materials and try out new methods. Decisions concerning the 
treatment of different kinds of library items will be closely related to 
how they £u*e to be used* 


Nonprofessional Duties 


Opening new books 

This purely mechanical process of making new books flexible by pressing 
down along the inner margin, a few pages at a time, alternating front and 
back and working toward the center, until the whole book open readily, adds 
to the life of the volume* Its purpose is to prevent the cracking of the 
heavy coat of glue applied to the sevm or bound edge of the book* It is 
particularly important in the case of finely bound volumes, or books that 
are over-size, requiring special handling. 

Collating 

New books are examined, often page by page, to asoei^ain whether or not 
they are complete and perfect* The extent to which this is done will vary 
in libraries* Often only very expensive books are collated* In some 
libraries books, magazines, and newspapers are collated before sending to 
the bindery; in other cases this is considered the binder's responsibility* 

Adding marks of ownership 

It is the general praotloe to give new books and printed material an 
embosaed, perforated, or stamped mark of ownership* This gives the full 

SO 
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nar.e and place of the library and is large enough to be readily reaogr.izedi 
The OT-nership xarhs csnsrally appear two or three tirves ir. each vcluri-e. 

Pasti ng book plates, pockets and date slips la bosks 

For purposes of identification, and to faoilitats the handling of oireu- 
lating material, book pockets and date slips are pasted either in the front 
or back of each circulating volune* In sons libraries book plates are 
pasted inside tne front cover* A special pocket may be added as a container 
for loose materials such as maps or diagrams, v;hen the;;' are an integral par'd 
of the publication* 

Typing book cards and pockets 

Books Yfhioh circulate are usually provided with pockets -A-hioh hold the 
book cards needed for circulation records* The details of the inf donation 
typed on the cards and pockets, such as author, title, copy number, 
accession numbor, and, if nonfiction, classification number, ■.•.■ill vairp' in 
different libraries* It is often neoessar;?' to type ns'.’/ bock cards and 
pockets for rebound books* 

Lettering and labeling 


In the physical preparation of ne-.T or rebound bocks for use, outside 
lettering and labeling, usually on the spine, are necessary to insure the 
proper shel'ving and location of the volumes and to facilitate their iden- 
tification* The process involves either hand lettering, the use of ths 
8'bylus, stencil or branding irons, or the application of printed labels* 

Shellacking 


Shellac brushed on the backs of books prevents the ink from drying and 
crtnabling, and in cases -where paper labels are used, it seals the edges and 
prevents soiling* Applied to the entire cover, shellac helps preserve the 
fabric and brightens the book’s appearance* 

Reinforcing 

To Insure protection of library items requiring special treatmsr 4 t be- 
cause of their fragile nature or expected excessive use, reinforcing is 
aooomplished by the application of strengthening materials* Fer example, 
unmotinted maps and the first fenr pages of the large dictionaries and en- 
cyclopedias are often strengthened by a linen or gauze surfaoo* If a book 
is not well bound and hea-vy use is anticipated, hinges may be added or i-c 
may be resewn -wi-th linen cord and reglued* Pamphlets '.Thick circulate may 
be reinforced by the addition of binged backing or they may be mounted in 
pamphlet binders* Pictures must be mounted on cardboard* 

Making eo'vers and containers 

Mafly libraries make a variety of covers and eon-tainers to protset or 
store periodioaXs, pamphlets, expensive plates and material of odd dimen- 
sions* These inolude pamphlet and magazine covers made of stiff cardboard, 
pamphlet boxes, portfolios and scrap books* S&tking these requires skill- 
ful and neat handwork* 



REGISimilOH A1!D CIRCULATIOJT 


In all libraries -where aaterial is lent to be taker, from the buildingj 
some established process for registering borrowers is necessary. ’.'Hiile 
planning registration procedure is policy making, administrative in nature, 
it is discussed here because of its specialized application. The process 
becomes increasingly elaborate with the size of the library and the number 
of borrowers served. A large public library needs more safeguards in 
establishing borrowing privileges than a university or school library which 
can depend upon student records already established. A special library- 
serves a limited -well-known clientele and may be flexible in its rules. A 
small public library, e-ven though it does not need the safeguards necessary 
in a large ci-by, generally holds to established proced’ores so that all 
borrowers using a tax-supported institution nay share equal privileges and 
responsibilities. 

Circulation routines may also vary greatly with the size and organiza- 
tion of the library. Some libraries will employ mechanical de-Tices of vary- 
ing kinds. In any case desirable features to be considered aret accessible, 
accurate and easily used records of books in circulation, rapid and - ' 
efficient service to borrowers, economy of working time. A well-planned 
routine for recovering overdue items is essential. 

In larger libraries, registration and circulation routines may be segre- 
gated and carried on by special clerical staf& organized for that purpose. 

In ai^ case, registration and circulation work is nonprofessional in nature 
requiring first of all, familiarity with good clerical procedure, Tfhere 
this work is assigned to nonprofessional staff, however, scsne professional 
supervision is required in order that administrative policies may be clear- 
ly understood and followed. 


Professional Duties 


Making rules and regulations for lending 

Buies for lending in any library are usually the result of a long evo- 
lution, growing and changing with changing circumstances. A newly estab- 
lished library -will probably follow the general pattern of one of similar 
size and purpose, and then will gradiially build its own special procedures. 
Careful thought and planning are of primary importance here since library 
property must be protected and at the same time the borrower's good will 
and satisfaction must be considered. 

Reviaing and editing rules 

Cbanglz^ conditions will necessitate frequent revision of rules. Shif-te 
in population bring new -types of borrowers; new industries mean different 
working and' leisure hours. Changes in ourrioulum and educational policies 
ittfluenoe rules In school and college libraries. Ae the library oolleotion 
grows, more books may bo available and the loan period miy bo extended. 
HRien new rules are made, they must be carefully edited for clarity and eon- 
sistepoy. 
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JorsLS, such as bcrrov/ers' ap^lioaulsns, ::rri:*‘V 5 rc* cards, sctices, 

Tauicrsi ci<Ct, shouxd be carefully ’cerdei aks staced, cisfarlv irrir.'dei acd 
attractive. In a lar^e iiurary whore r-arv’ lorM are in ccr.itant use, ;his 
duty requires ccnsidorable time. 
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lorrcs for records of eircuiatior. nay be few and air.cle :r r-any »r,i d 
tailed, depor.ding upen the size and type -f vhe library. 

Supervising interlibrary loans 

I'iterial is often borrowed by one library fron another t: fill ipeci&l 
requests* rrofescional judgment is necessary in obtaining oorrsot* ieta 
and in deciding what to borrow and where to borrow* It is "also inoortant 
in deciding vrhat to lend* 

Supervising reserve book eolleetions 


In college and university libraries when bcchs 7/ithdra*,T. fror. tne 
collection are placed on reserve with special Units on their uee in 
to serve the largest possible nuaber of students, special recerts are 
The duties involved in supervising tltis work are part of circulation 
eedure* 
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Other libraries eaploj’ various nathods in reserving bocks for use in the 
library or to lend to borrovrers upon request, Syctenatic routines, care- 
fully supervised, are iaportant* 

ftreparing statistical reports 

Statistics of circulation generally broken down by sub;5*®' olasses are 
h-/ most libraries* Public libraries especially, will record the nunber of 
borrowers registered. Such statistics are isportant for ssasuring the 
growth or decline in use of the library and for coaparison with ether li- 
braries* Other records connected with circulation include reserve requests 
taken, overdue notices sent, and nuaber of books lost in overdues* In 
public libraries oeoasional studies in the use of the library will require 
infonaation on the age, sex or eeoupatlon of borrowers in relation to the 
kind of books read* The extent and kind of records concerned with borrewsrs 
and circulation irill vary with the kind and size of the library* Eeelding 
on the statistical data needed and organizing and interpreting then In reperts 
to authorities ie a professional duty* Conpiling the data is a routine 
olerioal task* 

Handling eonplaints 

Hlhen rules are sdsianderstood or when, for atqr reason, « reader feels he 
is not being fairly treated, explanations and decision ere professional 
responsibilities* Usually ^sor. diffiouliies aay be handled by oonpetent 
olerioal WQzIcers, but an appeal in tine to higher authority saves naay 
situations* 
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ITonprofessional Duties 


Setting up the desk 

This duty will vary in detail according to the charging nethods used* 

Dates to he stamped on outgoing and retiirning hook cards, date slips and 
readers* cards must be changed and calendars adjusted. Supplies needed oust 
be put out and the desk cleaned for the day’s v/ork. 

Issuing, renewing and receiving books 

Various methods are used in issuing material to borrowers. A record of 
date of issue or date due is necessary for the borrower and for the library. 
The library must also keep records by which it may easily ascertain the name 
of the person to whom material has been issued. 

liany libraries reissue or renew material. The renewal process consists 
of changing the date due to show an extension of the loan period. 

Receiving includes clearing the record if a borrower’s card is used and 
collecting fines which are penalties charged for overdue or damaged items. 

Discharging books 

The discharging process will vary according to the type of charging system 
used. All books that have been returned must be cleared of the charge to the 
borrower. Usually this is done by replaoing in the pocket of the book a bock 
card which has been filed by date and class or in alphabetical order during 
the loan period. 

Collating special books 

To assure the proteotion of books of special value it is a practice in 
many libraries to examine them for completeness and condition each time they 
are borrowed and returned. 

Sorting and filing book cards 

At the close of each circulation period, usually each day, book cards for 
the books lent that day are oolleeted and sorted for counting and entering in 
the oiroulation record. 

Counting and reeordlng statistics 

Books and materials lent and renewed during each oiroulation period are 
counted Toy class or some other designated division and the count is record* 
ed to be compiled later in weekly, monthly, or annual statistiosl 

Reeeivlag and reeordlng money 

Host libraries whioh lend books receive money at the loan desk in payment 
of finea for books kept beyond the loan period and for books whioh have bean 
lost. Other receipts may be deposits required from borrowers of unusually 
valuable material^ and in public libraries fees charged to nonresident 
borrowers and receipts from books in rental oollectlcms. Temporary records 
of money are kept and later entered in the permanent cash record. 
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This duty includes recerdinj; iteus to be reserved 
the library or through circulation and oxhir records, 
another agency, rlaoing then in a reserve colleo-.i-n 
available to borrowers upon nonificaticn is a succeed 
university library where reserve booh colloctiono are 
the bibliographical Icnowled^e of a librarian to looat 

Issuing overdue notiaes 
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llien bcefcc or other library naterial have been he:t 
period, a reninder is usually sent to the borrower. ' Ih 
postal, an interoffice comunication, or a note to a s 
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ifeiintaining iaterlibrary loan records 

’.Then aaterial is borrowed or lent between libraries, oenplate records are 
kept of requests sort, aaterial received, return dates, ar^ transoortaticr. 
cr service charges# 

Registering borrowers 

Registering new borrowers involves assisting the borrewer to fill cut the 
application fora correctly and explaining the library’ s registration rules, 
if^ien the registration fora has been eonpleted, the berrewer’s oard and any 
other registration records kept by the library are aaide frsx it# Special* 
care amst be taken in registering children in public libraries# 

Explaining lending rules 

This is generally done by those directly ocneorned with registering 
sorrowers and charging and raoeiving books# Personality is of utnost ia>* 
portanoe here, since a careful, friendly explanation is the best possible 
introduction to liie library# Often printed folders explaining the library’s 
rules and servLoes are given to the borrower to supples^snt verbal explaaa* 
blons# 

!!laintainiHg registration files 

Borrowers* files in pubHo libraries generally oonsist of the appliea* 
tion fora flle<l by the borrower’s, lune# supplstaented by a measrloal record# 
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lilew applications must be verified to see that the borrower has not been pre- 
viously registered* Files must be kept up-to-date by correcting addresses 
and withdrawing expired cards « 

Large public library systems with many agencies usually maintain master 
files of all registered borrowers to avoid duplication, to facilitate trans- 
fer of borrowing privileges from one agency to another and to provide central 
records of fines and delinquencies- 

Libraries with limited clientele will maintain very simple records of 
borrowers* Often no records aside from those of the institution or organ!-* 
zation served will be needed* 

Compiling data for statistical reports 

Statistics concerning borrowers, circulation, overdue books and data of 
similar nature are compiled from daily records to be used in monthly and 
annual reports* (See Preparing statistical reports*) 
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the reference use of uhe library 
kncTfledge of sources of inforoaticn, 
niques* ?er: readers have r.ore than 
!!oreover, the fide scope and oonplen 
and research libraries often present 
search “’orker. 
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All tjrpes of libraries, therefore, crovide reference service, tlaturh 
the reference function nay not be peri’crr.sc by a ssoarate department in all. 
In the very small library and in schcol libraries reference crk r.ay be dona 
by any professionally trained staff members. In large libraries there may 
be a separate reference departnent. In libraries 'thich are ieparrnontalioed# 
reference vrorl: yrill be done by the trofessicnai rerscnnel of each depart- 
nent. ueferenoe service in very' large university and research libraries rap' 
be orgarlzed in divisions based upon class of nateriai, such ao pfiri:di:als> 


ner, 'Spacers, raps, aanuseripts, rare bocks, or upon a single subhead such as 
literature, or upon fields of knr/'iedre such as the social sciences or the 
huranities. The trend to'./ard subject department alization in large pnbli: li- 
braries and divisional organization in university libraries na? breught & 
corresponding trend tovrard the pro%'isicn of subject specialists, biblir- 
graphers and research, librarians for more expert ssrvioes. 


The reference duties in all types of libraries are eosoatially similar 
though there are wide variations in the kind of aid given depending upon the 
nature of the clientele \vhioh is served and the policies and reso'urcss of the 
library. 


Professional Duties 


Establishing reference policies 

This duty, which is administrative in nature, involves decisions determin- 
ing the organization of reference service, the groups te be served, and the 
extent and kind of service to be given to individuals. It also involves the 
formulation of rules and regulations to impl«aent the polloiea established. 
Policies oonoemed with book selections are discussed under SZ1SC7I3 DP 
MATERIAL. 

In snail libraries reference work ne^ or nay not be organised into a sepa- 
rate department. In large instltutiona deoisions v;ill have to be nade as to 

♦ liSrgaret Hutohiha, Introduction to Sefareaoe Tfork (Chioagos Asisrioan 
Library Association, , 1914 )| ' p. 16.' ' "" ' ' " " 
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the desirability of breaking up the service by form or subject or a com- 
bination of the tavo, or in college and university libraries, by department, 
professional schools, or divisions; and if department organization is adopted 
whether or not there shall be a general reference service. Ifctters of staff 
specialization for expert assistance to readers are also involved* 

Policies governing the extent of reference service to readers other than 
the library’s own special clientele include for colleges and universities, 
decisions as to how much reference service can be given to members of the 
college community, and to aluiani; for public libraries the nature of its 
service to sbhool children, and to college students* Both most formulate 
policies regarding service to industrial concerns and governmental institu- 
tions, and correspondence requests* 

Policies regulating the simount and kind of reference service require 
decisions as to the time to be spent on individual requests, the kind of 
assistance, directional or personal, and whether or not such services as 
copying articles, translating, and special research assistance are to be 
given. 

Aiewering reference questions 

Reference questions are of two general types, informational and biblio- 
graphical* Both types have a wide range in difficulty varying from those 
which can be answered by brief consultation of general or special reference 
tools to elusive and involved' questions which require extended searching in 
many sources both within and without the library* 

Both t 3 rpes of questions are common to all libraries, but there is con- 
siderable variation in the predominant kind of question asked, easy or 
difficult, popular, technical or scholarly, depending upon the public which 
the library serves* In libraries connected with educational institutions 
the librarian will more often direct the student to sources of information 
and indicate procedures for securing the answer to his question, while in 
a public library the librarian will usually locate the information tor 
the inquirer* 

Reference service may include locating materials and suggesting resources 
in other libraries* This involves the use of uztLon catalogs, union lists of 
various kinds, the services of hibliographloal centers, and arranging for 
photographic reproduction of rare materials* 

TThile research as properly defined is not a oommon reference function* 
occasionally public libraries engage in research for a governmental agency 
and university libraries offer research assistazuie to faculty members* 


•~ke search requires "The scientifically accurate, discovery, collection, 
analysis, evaluation and interpretation of data, and results in ,a oonoluaion 
baaed on related facts wbieh, so far as records show, has never been drawn 
before*" Margaret Hutchins, Introdwtion to Ref erenoe Ylork (Chioagoz Jbcsr- 
ioan library Aesbeiatlwa, 194i), P*17» 
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Cr.3 of the most important refer fv.notiir.s, 
connected v.'ith educational inatituticne, is tcucr 
themselves. Tnis involves instruction in tho sc". 
the use of hibliographical tools such as oatalopa 
techniques of searching. " 
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"Ihile a great part of such instruction '-dll os ir.di'.’i'fual ar.l ir: 
forsaa!^ class instruction v;ill frequently bo given^ ssreoiaily'in li 
of educational xnstxtutaons. xn universities scecial courses car ^ 
students in subject bibliography* and techniques* os reaearoh may als 
provided. 
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Conipiling bibliographies 


The preparation of bibliographies is a coraor. reference duty i:-; al 
braries. Sone bibliographies are compiled at the request zf Iniividv 
organizations, while others are initiated by the library itself, lios 
braries naintain continuing bibliographies on cuo^ects cf Ioce. 1 ir.ter 
such as lists of references on the institution or the oity v/hioh tho 
serves. 
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Bibliographies vrill vary from short lists of boohs, pericdieal arti?les. 
and pamphlets for the general reader to long lists of scholarly cr tscl.nlcai 
materials for research Tirorkers. teohniciaas, officials and onhsr soeoialiots, 
IJany bibliographies -^rill include annotations describing and evaluating the 
materials listed. The compilation of reading lists as a readinr y-idar.ca 
service is classified under A3SI3T.A;T3!!: TO ?3AB££S . 

Organising and maintaining info3fraation file s 

All libraries find pamphlets, clippings, maps, pictures and other mors or 
less ephemeral materials useful in ans-usring inquiries of patrons. This 
material is gensrallyr arranged in vertical files and kept up-tc-data for ef- 
fective use. 

Various other files such as card files of directory iafonBatioa, cf 
answers to questions that have been difficult to find, special subject and 
title lists, and records of holdings of unusual and rare materials in the 
region are kept by most libraries* 

Special libraries make extensive use of information files of current 
statistical data and bibliographies in their particular field and often 
maintain indexes of these files* 


Kafcing special indexes 

Indexes of special oolleotions, local publications, archives, manuscripts, 
and other spselal materials not already indexed are made in order to facili- 
tate the use of such materials by the library* s elientels* 

Verifying bibliographical data for interlibrary loans 

Tfhile many requests for tnterlibrdry ^oane require only routine verifi- 
cation and nay be dene by an exyerienoed notq^ofeiclcnal staff sesdfter, others 
require extended searching, in bibliographic si sourees. The lecatior. of rare 
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materials also requires use of special bibliographical tools and may involve 
locating information incident to securing photographic reproductions# 

Contributing to bibliographical projects 

One of the important ways in which libraries can aid in reference and 
research is by furnishing lists of their holdings to local# regional# or 
national bibliographical projects in order that scholars and other may be 
able to locate materials needed# This often requires checking in the card 
catalog and in uncataloged special collections# lists of materials wanted 
which are not included in existing lists# (See also Supervising contributions 
to union catalogs and bib liogra^iibal centers under CATALOGING AND CLj^SIFICA- 
TION # ) ^ ~ 


Nonprofessional Duties 
Locating simple bibliographical information 

This involves checking the card catalog, book catalogs# and periodical 
indexes for publication data (author, title, publisher# date# etc#) needed 
for bibliographies# This duty is performed also in connection with the 
preparation of reading lists and for this reason is repeated under ASSIS- 
TANCE TO BEADESS. 
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Laiy of ths dUvieo listed here express “he function cf the lihrarj’’ as an 
mstrunent of adult education* They include all the soridoes v/hioh help in 
the eifective use of the li^'rary for reading in contrast to laotio'ities ooii” 
nected sdth aas*;;erini; specific questions or locating oarticuiar infcrnation 
which are classed as 3?Z53i:CB VJO ri:. ASSISIjiirCS Tc'l’iATZSS car. be divided 
into two classes: the one directed to the indi'/idual ant the other to ,Tsup« 
of readers or potential readers* 


p.e inportant function of fitting hooks to the personal needs of the 
individual reader is the purpose for which aany of the duties are rerfornad. 
"ne oulaination of all library services oories in the direct, personal con- 
tacts between reader and librarian. IJore than anj'- other phase cf librarian- 
ship, this one is, therefore, reader centered. 


In aary public libraries a prograa for adult education is also developed 
through TOrk viith groups* This approach has the advantage of raachin.* large 
nunbors of people. Sometimes a lihrarjr 7rf.ll work through organ! zanions al- 
ready formed -vith specific interests which may be promoted through tcoke, and 
soEuetiaes through library initiated discussion groups, film icr-.zns or lec- 
ture co'iTses* 


TThile most tasks performed in offering reading guidance t: beys and girls 
are the same as those for adults, there are a fe*;; limited to this age group 
alone. In carrying out these special duties the library recognizes its 
responsibility as an educational agsncy to promote a ’.kLcor ani asore undcr- 
standins use of bocks and libraries; to develop desirable reading habits 
and tastes in boys and girls; and to teach the use of libraries and books as 
tools of learning* The performance of siasli special services presupposes on 
the part of the librarian an interest in and extensive knovrledge of liter- 
attire for children and yo\mg people, an understanding of ehild’pysc;:olcs;? 
and a knowledge of educational trends and interests. 

Professional duties 


Saplaining to readers the arrangwaeat and resources of the library 

To welocme the new reader and to acquaint him leith the cslleoties is the 
librarian's first important contact* The reader is shows 7;here books ami 
other materials are located and how they are arranged* Ihe librarian also 
points out locations, indicates the extent of the library's resources, ins 
special oolleotlona* the kind of assistanee offered to readers, and the 
various services available* llhen introducing large numbers of people to the 
libraxy, as at the beginning of a aohool ter% the librarian often aohedules 
tours or sbimrs orientation films* Frequently libraries prepare printed 
guides and handbooks describing their oolleotient for the use of readers* 

Assisting readers to locate and select booke 

In any kind of library it trill be a professional duty to sesist readers in 
finding and selecting books* The kind of situation which brings a librarian, 
a reader and books tocher in the reading reran, at the desk, ' or at the 
shelves is an opportimlty rsa^ng guidance which may be casual but is 





oftan important, especially in a public library where nany readers cone 7d,^h- 
out specific books in rdad* Skill in questioning coabined with insight and 
the ability to fit a book quickly to the reader’s need are required in per- 
forming this duty« Often the librarian’s knowledge 7ri.ll supply a satis- 
factory substitute when a speoifio book asked for is not available* Some- 
times other interests which can be aided by books \7ill oome to light and lead 
to continuing opportunities for reading guidance* 

Assisting readers to use card catalogs 

In helping a reader to select books there is often opportunity to explain 
to him the arrangement of the card catalog and how it can aid him in his use 
of the library* The librarian shows the reader the various headings under 
which the information about a book is entered in the catalog, explains the 
content of the card and the significance of the call number* In addition to 
the general catalog there will often be special catalogs and indexes about 
which the users of the library will need to know* 

Individual reading guidance 


By reading guidance is meant something more than the casual recommendation 
of books given by the librarian who is assisting readers at the shelves* In 
the ease of adults it generally involves an informal conference with the 
reader to discover his reading interests and background and his purpose in 
asking for assistance* Often the situation will be met by the suggestion of 
one or two appropriate books* Sometimes a planned reading course is needed* 

In this case, the librarian will select suitable books, supply oonsnents on 
them,, and suggest the order in which they should be read* The reader's pro* 
gress will be followed and often additional advisory consultation will be 
given. 

1?hett guiding the reading of boys and girls the librarian seeks to develop 
satisfactory attitudes toward books and desirable reading habits and tastes 
and selects the book to fit the Individual child* s particular interest and 
capacity* This involves stuping children's interests, aptitudes and hobbies, 
as well as their reading levels and abilities* Knowledge of the school 
curriculum smd the subjects en^hasised at different age levels contribute to 
an understanding of needs and interests* Consultations with teachers and 
parents mi^ be helpful* 

Public libraries frequently provide special reading guidance for young 
adults to assist them in making the transition fr<m juvenile to adult books* 
This requires a study and understanding of young people's interests and a 
wide kxiowledge of adult books suitable for them* Heading guidance for what- 
ever age group requires familiarity with the contents of books and a personal 
enthusiasm for reading on the part of the Ubrarian* 

Furnishing Information about books, authors, publishers 

This task includes supplying Informatlcm about publishers, their speelal- 
ties and publiahing interests s the ooaq>arative value of different publioa* 
talons in a single subject fields or informal, objeotive evaluations of an 
author* It invblvf|8, also, reooBSssnding rsferenoe books for hone purohases 
suggesting trade journals to uriiioh a reader might subscribe for aid in his 
business j or making evaltaations of editions of standard works* Readers 
often turn to the library for this type of information* To supply it the 
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Ir.ror"iin^ rsadera about books relatir.r -:o 


In continuing the readinc guidance deveicped inii'.-id::ailv, or thrcu:!-. an 
ilt education progran, the librarian uakes nets of' fr.s so'seial ir.bsrerts 



libraries usually lisir this service to -enbera of the fasult;- and t; 
graduate students. 


Abstracting printed aaterial 

This duty is perforned tc sons e:rtsnt in -ost types of libraries but is 
particularly oonaoc in research and special librarier ■rhore the librarian 
is frequently asked to digest and surmarize the scsential -cints of a ctoh, 
pamphlet or periodical article. 


Conducting group activities 


Recognizing the library’s responsibili'ty as an agency for a 
tion, itany public libraries initiate and conduct lecture sc-rc 
groups, filn foruais and book revieura. These involve tlannin-j ; 
securing speakers and discussion leaders, publioioing the evjn” 
that there is effective coordination iTith books and the use of 


ult educa- 
discussion 
ouraer, 

the librar;.'. 


Special projects T,*ili be planned to eoctend children's reading Intenats, 
In a public library they may serve to encourate sicroer reading and a -..-ider 
use of the library while in a school library they are often related to so.ts 
class room activity# As with adults, discussion and suudy /roups cr 
dramatic, hobby or literary clubs are one means often used to stimulate 
children's reading* Other projects sire developed by various types of pro« 
grains such as book talks and reviews given by the librarian, talks by 
children's authors and illustrators, radio and quiz programs, drasatizations 
of books, book films, transcriptions of stories or Bock TTeek celebrations. 

As in the case of adult group activities, the librarieui is resptsssibls for 
the over-all planning and general supervision of the groups j fer selecting 
materials, scheduling meetings and arranging publicity. In 1d?.e case cf 
dramatizations she often trains and directs the ohildran participating. 


Cooperating with groups 

Since many organizations have Interests and activities which can be ad- 
vanced through books, public libraries especially find them effective 
instruments for extending the use of the librsury. Such groups include those 
Interested in parent education, social welfare, labor, eivio affairs and 
national and international problems. Cooperation may consist in preparing 
special reading lists, assisting with progrsme, arranging book displays or 
even oiroulatlng books at meetings. 

Giving talks on books and reacHag 

' 1 , I I ' ' I I 

This pjraotioe Is widely foUowsd In all types, of libraries tc introduce 
library resources to readers ami to encourage and stimulate an Interest in 
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reading* Taiks ssay be inibia'fced wibhln the library or given on request to 
community organizations of many kinds. Often they will be given over the 
radio. Book talks at parent teacher association meetings or at educational 
conferences, for example , may be planned to inform parents and teachers about 
new titles, standards of selection, or trends in publishing of books for 
children-. For whatever purpose they are given, preliminary studv of the 
books to be reviewed will be necessary and careful attention must be given 
to organization and presentation of the talk. 

Planning and conducting story hours 

The primary purpose of all library story hours is to interpret litera- 
ture to children and to inspire them to read for themselves. To this end* 
story hours are scheduled weekly in many libraries and carefully selacxed 
folk tales, legends, or realistic stories are adapted for telling to small 
groups by the librarian. Story telling is an art‘whioh requires serious 
preparation and some innate ability. The story teller is responsible for 
the selection, the adaptation, preparation and presentation of the stories 
and the planning of a well-balanced program. 

Scheduling and conducting classes in the library 

This practice offers a means of providing either individual or group 
guidance for children and students and an opportunity for the librarian to 
participate in the teaching program. In the public library the librarian 
may plan a book talk or a story hour especially if the age group is youzig* 
Jigain, a lesson on the use of the library, or a series of lessons on 
reference tools and sources may be prepared and conducted. In school and 
college libraries orientation lessons are often given to all entering stu- 
dents. Throughout the year classes may be scheduled for regular periods in 
the library or teachers may arrange for class use of the library as speoial 
needs arise» In helping students with class or seminar assignments the 
librarian often makes comparative evaluations of books and other materials 
and points out authorities in special subject fields. Class visits to either 
school, college or public libraries require advance planning by librarians 
and instructors together, the preparation of schedules, cooperation with the 
teachers on lesson plans and often the preparation of special book oolleo- 
tions or displays. 

Coordinating the library with the eduoaiional program 

This duty is the particular eonoem of school, college and public lir 
braries and, in some oases, even speoial libraries. For the most effective 
use of the library by students, the librarian needs to be informed about 
the educational program of the institution or oimaiunity of which his library 
is a part, ^d in turn, he needs to inform instructors and teachers about 
the resouroes of the library. The duties are similar though the relation- 
ships are closer and more frequent in the oase of school and oo).lege li- 
brarians than in the oase of public librarians. In addition to investigat- 
ing and studying ohanging aohool ourrioula, 13x8 librarian viaits adminis- 
tratora and taachers to get acquainted, to talk over plana for book servioa, 
or to confer about reading Interests and abilities of individual students. 

The school and college librarian often serves also on ourrieulum oommittses. 

Librtf Ians visit classes to introduce the library to the students* They 
nay give book talks or reviews, or explain the library* a servloes and ruleia 



Visits cay also 'se cads to detercir.® ourrsr-t ir.torosts ox’ the r 
ar.d currieuluia needs as -.veil as to fill spooific requ3s*:s» 2 1:9 
socetines Trorks rrith student: corcittstts ir. selactir.^ csoVs, rac 
periodicals for special studies. Collections ox cooks in sp'Ui 
are selected by the librarian, often v.-ith the aid of tno insxru 
to class rooms for temporary use* 



Compiling and distributing readins lists 

Heading lists help to stinulatc and aireot reading and are a r.eins of 
offering some kind of reading ;;vlda.'.ce to large numbers of psorl'*., Cxbjsitc 
ehosen generally reflect current problems or interests or they nay be se- 
lected for special groups or a special occasion. In cucr. cases the lllr *rian 
takes advantage of an already developed group Interest to stinulite reading* 
The preparation of a reading list involves examining r/xr.bers of books, look- 
ing up other lists on the sane subject and selecting the best titles for the 
purpose* Often the lists -rill be annotated '/ith brief statensnoj aesut the 
content* Sometimes they ■’•/ill be olasoified under appropriate henoir.px* l^-ite 
as inporteint as preparation is seeing that these lists reach th; rrsups :r 
individuals who can use them to advantage* To this end, carer" xl planning is 
needed to secure effective distribution* 


Planning book displays 

Displays vriLthin the library offer an opportunity t? link bocks vrith 
current interests, call attention to special subjects '.vhich may tttrsot 
readers, or show the extent and variety of the libran/'s res cure ss, fre- 
quently readers may lend to the librar;* books and other material evitable 
for exhibits. Often effective exhibits are prepared by comblring objects 
and books. Planning displays involves deciding on the topic sr subject 
matter to be used, selecting suitable bocks, and preparing whatever headings, 
quotations, or descriptive wording is needed. Such displays are primarily 
made to assist readers in the choice of bocks* Displays planned f:r the 
purpose of publicising the librarjr are classed under P’.'HIIS Hr.liuicns * 

Maintaining Inforraatioc bulletin boards 

Bulletin boards provide a means of calling to the attention of readers 
eduoational and cultural opportunities available in the oemmunity* The 
extent to ertiich libraries provide this service will vary v;idely* Some xvill 
be active in securing announcements of events and courses and will maintain 
close contact vhLth organisations sponsoring adult education programs* 

Often time will be spent in scanning and clipping newspapers for news sf 
lectures, concerts and eduoational events* 

Konprofeaaional Duties 
giving directional information 

Giving directional information is a form of assistance to readers which 
requires chiefly a knowledge of locations in the library, a flair for 
interpreting questions which are often vaguely or inaccurately worded, and 
the ability to give clear and concise direetions* In any large library 
ttcied by many people giving directional information is a constant duty* Vftten 
ttonprofessicnal assistants are stationed where they meet the public, as at 
the loan desk^ this duty will also require judgment in deciding what questions 
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nsed to be referred to a librarian* 

Locating simple bibliographical infongation 

The process of preparing reading lists often requires finding information 
such as publishers, dates, call numbers, and other facts readily found in 
the catalog or other sources designated by the librarian preparing the list. 
Such ^vork, sometines extensi^^e and tedious, can be adequately done under 
direction by a nonprofessional assistant who has been trained to use catalogs 
and bibliographies# 

Arranging bulletin boards and displays 


This duty requires neatness, a sense of balance, design and color, and 
skill in lettering* (See Planning book displays and Ilaintaining information 
bulletin boards# ) 

Ilaintaining audiO"*visual services 


Audio-visual services provided by libraries include pictures, slides, 
records and films# Some of these services involve equipment which requires 
skill in handling# Films and records must be regularly inspected, cleaned 
and repaired# The use of listening rooms for piano scores or records must 
be scheduled and supervised# If the librar*y sponsors film forums, the 
operation of a projector is involved# 
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I'‘Iee:;:ing bcoJcs ar.d ctr-er library natarials ir. z.'yzial itr.iibicr. Ls 
an activity comcn to all libraries, altr.O’/.^h ‘;i-e chief -r'/:lc -'2 ■ hyri- 

cal tpiceep vrili vary ir. different I'inslE of libraries. The ii'.rary v.-hieh 
contains Br^ny rare but seldoai used volunes vill be rcct 3,:r.C’.'.*nC'd vrion ouch 
matters as treatment st paper, care of leather bindin,;:, nainrenance of 
correct atmospheric conditions, and protection against ver..'i'i, vr.-.iie public 
and school libraries ’’.'here bochs are ir. constant use •jril. oonoentrjts or. 
the processes of mending and olaanir.j v,-hd.oh -.rill result in retting the 
maximiLu. use from a book before it has to be discarded or rebound# 


In the latter type of library physical upkeep duties 
tinuous. The t'ork n-ill require neatness, manual dsxtsri 
of methods to be used in various situations. These raoj 
oba'iously nonprofessional in c.haraoter. In the case of 
books more technical processes are involved ar-d it will 
duty to understand and evaluate them, ever, though the ao 
nonprof'essional staff members. 
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In any library policies concerned with phj'sical upkeep must be astablish- 
ed on a professional level. This is true also of decisions on methods te be 
used and the general supervision of physical upkeep procesoss. 

Professional !!>utie8 


Determining methods and techniques for preservation 

This requires keeping abreast of laprcvemer.ts and ohan-res ir. this field 
through professional and technical publications. The prctlsns involved are 
simple in many libraries but are technical and oomplon in libraries than 
have original material, rare books and microfilms, for example. 

Establishing polioles concerning binding, mending and discarding 

ks these policies have a direct relationship to the functions and ob- 
jectives of a library they are of administrative and professional importance* 
Their formulation requires Imcnrledge of the value and usefulness of old as 
■well as of current material in a particular library and judgnent in ■.Taigbing 
relative ad-vantages of binding, mending and replacement* 

Preparing binding epeoifioations 

The library profession has simplified this duty greatly by preparing and 
adopting "ninimum specifications" for library binding** As these are revised 
infrequently, however, they oft?en require aodifloations for current use* 

Libraries having original material and old and rare books with fine bind- 
ings usually need to establish special procedures for the care and preserva- 
tion of such valuable items* 


s' iSee"iiiEl^um Specifications for Class "A" Ubrary Binding. AtL*A> 
Bulletin 88*777, October IS, 1958. 

6t 
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2Iaf:ir|; diesis iori ea Iteas to os ’coaad, r.sr.ded or dicoarcsd 


The duty is arofeosirsnal zo tae exaant ahaa iscsisloa requires kaovrZedge 
of the value of hooks frora the star.dpoi.ot of cenaad, ocaaent aad rariay. 
la also reouires judgneat as to relative oosas aad feasibiliay of siadias 
ar.i ff.eacia£, ahe extent of usefulr.sssj toth oraseat aad aoaer.tial, of the 
iae.T.s ia -ousstica aad th? rcssitili'!:’;’ of r?; 0 'lacerjsaa* 


ITegcti&tiag ■•;ia’a biadiag ageaa 

ITsijoaia'^ioas concern such astters as price, standards of materials and 
vrcrkaanship and the leacth of tin* the material must he iaaooessihle, The 
negotiations may be merely verbal or they may involve detailed contracts. 

Supervising upkee p or ocesses 

This duty includes checking on t'ne quality of v;crk done for the libraryr 
bj' ccmr.oroial or other binderies aad cn the efficiency of the mending and 
preservation mithods ■■,'ithir. the library. Cccasional conferences on the 
physical condition of the library collection vrill stimulate suggestions for 
ir.pr ovsmenas in methods and proced’ures. 


ITonarofessicnal Duties 


Preliminary sorting 


This duty includes the sorting of books that are in poor condition, into 
large groups consisting of these ofhich are completely vrorn out, those which 
must be rebound if they are to be retained in the oollsoticn and those 
7fnic‘n can be mended if it is decided the;/ are '.rorth the time. The final 
sorting has been doseribed under the prcfessicnal' duties section. 

Cleaning and treating for preservation 

Soaks in constant use require frequent cleaning of both covers and pages. 
This is done by washing, erasing and using various conmercial cleaners, 
Speoial skill and knowledge of materials and methods are necessary where 
rare hooks are canoemed# Certain bindings such as leather, sheepskin and 
require special treatment at intervals to prevent drying and crack'* 

i«5* 

Eepairing 

This duty involves a careful oxanrination of the book or other item to be 
repaired, deciding on the hind of treatment needed and selecting materials 
best suited to do the -"/ork. The rest is a matter of neat and careful hand- 
work and skill in the use of took repair tools and equipaient, Repairing 
includes such processes as mending tom Isaves, inserting loose leaves, 
sawing in loose signatures, recasing books v/hioh have broken away frm ' 
their covers, putting on new backs and covers, reinforcing fragile xwkps and 
plates, Repairing rare items v/ili involve special care. 

Duplicating missing pages 

’iShen a book has one or two missing pages but is athenrise repairable, 
the missing text is sometimes typed Iron a duplioate copy to be put in the 
proper place 'rtwn the volume ia repaired or rebound. Some libraries 
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reproduce missing pages by a photocopying process. 
Disinfecting books 


This consists of disinfecting by one of several approved methods, books 
which have been in quarantined houses or in possession of some one with an 
infectious disease. Most health authorities now agree that exposing the 
pages to sunlight is all that is necessary and many libraries no longer 
fumigate books. 


Preparing material for binding 

The amount of detail involved in this work varies according to existing 
agreements irvith binding agents. In the case of newspapers, magazines or 
serials, the task includes arranging and tieing together the separate items 
that are to be bound in each volume and indicating exactly what is to be 
printed on the cover. The binder usually has a detailed record of the li- 
brary's previous bindings so that uniformity of appearance is maintained 
without repeated instructions. If advertising sections sire to be removed 
it may be done by the library or by the binder. Unless the binder agrees to 
supply missing numbers, title pages and indexes, securing them is included 
in this library duty. Preparing books for rebinding includes removing 
pockets and date slips, examining to be sure that no pages are missing and 
indicating the material, color and the lettering to be used. 


Keeping bindeary records 


Part of the bindery process consists of keeping a charge record of the 
titles and volumes of materials sent to the bindery, and discharging them 
when they are returned. Records showing the number of oiroulations before 
binding and between binding and disoarding are often kept, as a guide in 
formulating policies in physical upkeep. A oheck of the materials against 
the binders' invoioe is made when shipments are returned. 

Inspecting books rettimed from the bindery 

This consists of exstMnihg the volumes to see that ttoy are 
in . the case 9f;.,perlodical8:'and;':(^her, 8eri«is^;.:'tlMst~,|^ 
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"he usefulness of any lihrar^r aollecticr. depends upon the ease and speed 
•iSith TThioh books and other library materials car. be locaoed "'her. needed. 

To xhis end, books are shelved aeoording to sons predeternined classifica- 
tion and in relanive location to others within the collection, rroblens 
incident to she Ivins filing oversize books, docunents, naps, posters, 

and other nonbook materials such as films, music, nierofiias, require 
special ears. Again, it is a particular problem to keep ephemeral verti- 
cal file, and pamp'niet materials in order. Prerequisite to competent care 
of shelves and files is a clear understanding of the classification scheme 
in use. Since a misshelved book is for practical purposes a lost one, the 
care of shelves is an important although time consuming duty in any li- 
brary. It makes especially heavy de.nands upon the staff in libraries -'.'here 
readers have free access to shelves. 


Professional D<jitie8 


Planning shelving arrangements 

In planning shelving arrangements the librarian takes into consideration 
such matters as the kind of readers, frequency vrith v/hich materials are 
called for; kind and type of materials to be shelved in relation to avail- 
able space; kind of shelf labels and directional guides to be used and the 
location of them. Libraries with open shelves plan arrangements with a 
viev/ to serving readers’ interests directly from the shelves, whereas, with 
closed shelves the emphasis is on arrangements that will insure quick de- 
livery of books from the sxaoks# Special arrangements are necessary in some 
cases to oontrol the use of rare books or those in unusual demand for 
limited periods. Decisions as to the best methods of housing pamphlets, 
docimaents, maps, films, manuscripts, require expert knowledge. Besides 
providing for current shelving needs, plans for growth and future arrange- 
ments must be .’sade and space for this estimated in accord vdth accepted 
standards* 

Rules to implement shelving arrangements and to hasten service to readers 
cover such items as length of time books are allowed to aocumulate before 
shelving; how they are sorted and arranged to expedite shelving; what access 
readers may have to books awaiting shelving; how often shelves are to be 
inspected ("read*’} for correct order of the books; where shelf labels and 
location guides are to be placed. 

T?hen shelves become overcrowded for suoh reasons as sudden growth of the 
library in certain fields, acquisitions in special fields, or because of 
seasonal use of materials, an expeditious plan for shifting the oolleotion, 
or ax^ portion of it must be made* 

Planning and supervising book inventory 

A systenatio check of the book stock is made at regular intervals to 
ascertain which books are missing and how many are missing* Care in planning 
and scheduling this task insures its completion with the least interruption 
to libraxy service* In supervising the inventory the librarian often 
discovers books and editions which should be discarded and disorepanelss in 
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ITenprof'egsional Duties 


Shelvlnr;; ana filing 


Books, paraphlots and other library materials r.ust be serxed and return 
to fneir proper looation after use* !!et'.iods of doing the .fob '.'ar*/ /reatl 
but arrangement or. the shelves follrtrs tho library’s classificatirn sober 
excart I'cr such materials as oversice books, miorofilu, naps, ressrde, 
magazines, pictures, v/hich by their nature require special hov.airg. Cths? 
Miterials often separately shelved incl^sde subject collections relating t 
the librarp-’s special interests, donor and local histor;/ collections, cr 
those assenr.lsd for particular groups cf readers such as young adults, 
ticas of such collections are usually indicated by a distinguishing rx,rk 
label* 
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"Jheroas the duty of shelving is a simple one, the anour.t of rork involved 
in this oonneoticn in large libraries is corisidereble* 

Heading shelves and files 

This duty involves going over shelves, pamphlet and other files end check- 
ing item bj- item to be sure each is in its correct place* JJocaments* serials 
and vertical file materials require less frequent, but careful checking* 

Shelf reading is time consuming but essential to good book service, since 
without being kept in order a library is soon ususable* 


Keeping Bhelves and files orderly 

This housekeeping task Includes aligning books so that shelves are ’’dressed,' 
providing supports to keep books upright, stacking and t;/ping unbound rsi^azines 
and doouments, etc*, to the end that stack areas are orderly in appearance* 

Clearing tables and keeping reading roams in order 

In the reading rooms of large public and university libraries this 'I'dll be 
an almost oontinuous duty* In reference rooms in particular much time is 
lost in searching if books are not in their regular locations* Keatness and 
order help to maintain a desirable atmosphere for reading and study* 
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Scheduling shelf reading 


This duty provides for assignment of the task of ’’reading*’ shelves so 
that the order of the hook collection is systematically checked at regular 
intervals. For the more frequently used sections additional care in 
scheduling is required* 

Supervising order and appearance of shelves 

The size of the library and the degree to v/hich readers have access to 
the hooks affects the amount of supervision required to keep the collec- 
tion in order* Routine and spot inspections are the usual methods of 
supervising shelf v/orlc. During such inspections the supervisor makes note 
of minor shifting needed, checks condition of shelf labels and location 
guides and also '^■/ithdraws such hooks as need relabeling or mending* 

Shifting hooks and other library materials 

Shifting of library materials in class order from old to new locations 
and according to previously worked out plans requires careful scheduling of 
the operation to avoid disruption of the library’s services. Preparatory 
to the actual moving the task involves measuring shelving available, 
estii^ating space needed for present and future use, adjusting height of 
shelves as required and providing corrected shelf labels and stack guides* 

Taking book Inventory 

This is the task of checking the shelf list, (a record of books in the 
library arranged in the same order in which they stand on the shelves) with 
the entire stock whatever its location at the time* The frequency with 
which this is done varies in different libraries, but because of the slow- 
ness with which it proceeds it is often a continuous process in large 
libraries. Besides revealing missing books, it offers opportunity to 
dorrect errors in the relab&ling in book numbers, or in labeling of books. 
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